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As  the  new  year  moves  along  it  is 
a  pleasure  to  reminisce  about  the  holi¬ 
day  season  made  so  beautiful  by  your 
many  Christmas  messages,  remem¬ 
brances,  New  Year’s  greetings  and  ex¬ 
pressions  of  good  will.  Since  it’s  im¬ 
possible  to  acknowledge  each  and  every 
one,  this  means  must  be  used  to 
express  a  sincere  appreciation  to  each 
of  you. 

The  individual  letters  and  News  Let¬ 
ters  from  local  and  state  associations 
are  constant  reminders  of  the  growth 
in  spirit  and  service  of  members  and 
organizations  all  around  the  country. 
This  continuing  growth  is  an  indication 
of  loyal  cooperation,  devotion  to  a  duty 
and  a  bond  of  fellowship  which  comes 
only  through  working  and  sharing  to¬ 
gether  mutual  endeavors.  Let  us  con¬ 
tinue  a  strong  united  faith  in  each 
other,  in  professional  associations  and 
in  the  accomplishments  we  are  able  to 
complete  so  that  we  should  have  little 
fear  for  the  future  of  our  profession  as 
educational  secretaries. 

Regional  conferences,  conventions  and 
institutes  are  designed  to  meet  your 
needs.  We  have  been  proud  to  have  a 


part  in  developing  programs  to  enable 
you  to  better  understand  the  educa¬ 
tional  processes,  to  help  protect  the 
schools  from  the  many  sided  attacks 
upon  education  and  thus  help  you  to 
contribute  more  to  the  kind  of  education 
you  know  that  American  children  should 
have  to  help  them  meet  their  future. 
We  are  happy  to  present  the  programs 
for  the  regional  conferences  and  hope 
that  we  shall  have  the  pleasure  of  meet¬ 
ing  you  in  some  one  of  the  conference 
cities. 

The  annual  convention  and  institute 
will  be  in  Detroit,  Michigan,  June  27- 
July  3,  1952.  Housing  will  be  in  the 
Student  Center,  Wayne  University  and 
all  of  the  activities  and  meetings  will  be 
in  the  Center  or  close  to  your  housing. 
More  details  on  this  program  will  be 
given  to  you  in  the  May  issue  of  the 
magazine,  but  make  your  plans  to  be 
with  us  and  reserve  the  dates  so  that 
you  will  be  able  to  send  in  your  reser¬ 
vation  blanks  early.  Plan  to  spend  the 
week  with  us  for  study,  fun  and  re¬ 
laxation. 

Sincerely, 


Edna  Atkinson. 
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ExMutive  Board 
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The  editors  are  always  bemoaning  the 
fact  that  so  much  good  material  from 
different  local  and  state  associations 
piles  up  on  their  desks  and  that  space  al¬ 
lows  only  digests  of  interesting  news  let¬ 
ters,  notices,  programs  and  reports  to  ap¬ 
pear  in  these  pages.  So,  in  this  issue  we 
are  devoting  as  much  space  as  possible 
to  give  all  of  you  a  representative  sam¬ 
pling  of  the  good  work,  good  writing 
and  clever  ideas  that  pour  in  from  so 
many  directions.  If  a  conference  is  for 
the  purpose  of  exchanging  ideas  then 
a  look  at  the  work  of  our  friends  and 
associates  can  also  prove  to  be  an  ex¬ 
change  of  ideas. 

We  must  omit  the  snappy  cover  de¬ 
signs  and  illustrations  that  carry  special 
messages  for  the  different  months  and 
seasons  and  that  is  a  pity  because  there 
is  so  much  originality  and  spice  in  this 
work.  Letters  from  the  senders  tell  of 
midnight  vigils  to  produce  these  newsy 
reports  after  routine  work  is  done 
and  we  know  that  extra  curricular 
activities  are  very  time  consuming.  In 
order  to  give  credit  where  it  is  due  we 
are  submitting  extracts  from  all  direc¬ 
tions  and  mentioning  names  where  some 
applause  will  be  acceptable.  We  just 
want  our  contemporary  committee  mem¬ 
bers  to  realize  that  their  extra  efforts 
to  promote  good  will  and  professional 
advancement  do  not  add  up  to  “love’s 
labor  lost”  even  though  it  is  accepted 
without  much  accrediting  comment. 

Of  course,  we  are  still  handicapped 
by  lack  of  enough  space  to  do  a  com¬ 
plete  coverage  but  we  feel  that  secre¬ 
taries  in  one  geographical  area  do  not 
get  to  see  the  splendid  work  being  done 
in  other  locations  and  that  you  will  be 
pleased  to  know  what  is  going  on  “over 
yonder”.  The  files  for  just  one  year 
would  make  a  volume  about  the  size  of  a 
Chicago  telephone  directory.  We  read 


all  of  the  material  with  interest  and 
pride  and  the  desire  to  pass  it  on  to 
our  friends  in  remote  places — or  widely 
separated  places.  Such  work  should 
never  be  accepted  as  a  chore  or  an 
extra  burden  by  the  secretaries  who  are 
elected  or  appointed  to  these  duties,  be¬ 
cause  it  really  is  an  opportimity  for 
individual  expression.  Much  personal 
growth  can  be  achieved  through  such 
opportunities  and  we  have  seen  it  ac¬ 
complished.  So,  if  your  organization 
publishes  a  regular  newsletter  for  the 
enlightenment  and  development  of  your 
membership,  we  congratulate  you,  and 
if  that  is  a  matter  you  have  considered 
and  rejected,  we  urge  you  to  get  busy 
and  promote  such  a  project.  Oh  yes, 
there  is  a  lot  of  work  connected  with 
it  but  work  is  a  healthy  occupation. 
Achievement  is  the  reward  of  work 
and  we  therefore  dedicate  this  issue  of 
your  ofilcial  voice  to  your  achievements. 

Another  fact  that  we  are  constantly 
bemoaning  is  tardiness  in  the  receipt 
of  materials  for  publication.  This  may 
not  refer  to  you  at  all,  but  it  so  often 
happens  that  after  we  have  put  our 
magazine  to  bed  some  very  interesting 
material,  that  should  be  published,  ar¬ 
rives  too  late  for  present  consideration 
and  too  early  for  the  next  issue.  Please 
watch  for  the  deadlines  and  see  your 
notices  in  print.  'The  next  issue  will 
contain  announcements  of  summer  work¬ 
shops  and  conferences  and  we  want  to 
be  sure  that  your  particular  activity 
is  given  its  proper  share  of  publicity. 
Also,  check  your  address  book  for  re¬ 
cent  changes.  Delays  can  be  caused  by 
forwarding  mail  which  may  arrive,  in 
time,  and  may  be  lost.  Your  sincere 
cooperation  is  always  appreciated. 

Your  editors, 
Dorothy  and  Mary. 
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You  have  the  best  spot  in  the  office  when  you’re 
sitting  in  front  of  an  IBM  Electric  Typewriter. 

Your  IBM  works  for  you,  requires  only  the  lightest 
touch,  and  turns  out  work  of  first-class  appearance. 
No  other  typewriter  is  so  saving  of  your  time  and 
effort,  your  company’s  money. 

For  descriptive  folder,  write  today  to  IBM,  E>ept.  K, 
590  Madison  Ave.,  New  York  22,  N.  Y. 


IBM  I  ^cct^Xc 


INTERNATIONAL  BUSINESS  MACHINES 


LIFE  MEMBERSHIP 

A  reminder  is  given  of  the  plan  for  Life  Membership  as  recommended  by  the 
committee  appointed  at  the  Executive  Board  Meeting  held  in  Chicago  in  July, 
1947  and  further  developed  at  the  meeting  in  Cleveland  in  July  1948.  We  reprint 
the  findings  of  the  Committee  as  published  in  the  February  1948  issue. 

“Since  ‘life  membership  is  a  symbol  of  permanent  interest  in  and  loyalty 
to  the  profession,’  we  suggest  that  the  following  amendment  to  the  By-Laws 
be  presented  by  the  Ebcecutive  Board  for  action  by  the  membership  at  the 
July,  1948,  annual  meeting: 

'*'A  member  in  good  standing  for  more  than  two  consecutive  years  shall 
be  eligible  for  life  membership  upon  payment  of  twenty-fii'e  dollars  in  full,  or 
ten  dollars  down  and  three  annual  installments  of  five  dollars  each.  A  life 
member  shall  be  entitled  to  all  the  privileges  of  an  active  member. 

“The  Committee  feels  that  the  life  membership  fees  should  be  disassociated 
from  the  regular  memberships  and  it  suggests  that  provision  be  made  whereby 
they  be  earmarked  and  invested.  This  arrangement  would  guarantee  that  they 
continue  to  render  service  to  the  profession  permanently. 

“Twenty-five  dollars  represents  continuous  membership  for  twelve  and 
one-half  years  and  the  deferred  payment  plan  makes  life  membership  possible 
for  every  school  secretary. 

“It  is  further  suggested  that  a  special  emblem  and  membership  card  be 
issued  to  life  members. 

“Favorable  action  on  this  amendment  is  imperative  because  of  the  growing 
financial  needs  of  the  Association  necessary  to  carry  on  the  varied  activities 
and  services. 

Constance  K.  Cowardin 
Virginia  A.  Halsey 
Louise  H.  Nelson 
Betty  Zimmerman,  Chairman” 

The  Committee  is  continuing  to  work  this  year,  with  the  assistance  of  Eleanor 
Dearden,  and  will  present  a  suggested  emblem,  pin,  or  insignia  at  the  meeting 
this  summer. 
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ABOUT  OUR  AUTHORS 


Kincsley  W.  Given  is  a  college  pro¬ 
fessor  who  believes  in  testing  his  the¬ 
ories  of  teaching  by  practical  application 
and  evaluation  of  the  results.  In  the  past 
few  years  he  has  offered  a  new  service 
for  Industry  by  conducting  Spoken  Word 
Workshops  tor  technical,  sales,  super¬ 
visory,  and  management  personnel;  and 
by  the  Preparation  and  Presentation  of 
demonstrations  to  be  used  at  sales  meet¬ 
ings,  company  conclaves,  conventions,  or 
for  general  public  meetings,  on  the  ra¬ 
dio,  or  by  T.V.  He  also  trains  people 
in  industry  for  more  professional  de¬ 
livery  of  talks  on  demonstrations  of 
products  and  services  for  special  occa¬ 
sions. 

Thus,  Mr.  Given  takes  a  clinical  inter¬ 
est  in  the  art  of  communication,  and 
applies  his  findings  in  new  techniques 
and  methods  of  teaching.  There  is  surely 
nothing  “stuffy”  in  this  approach  to  the 
instruction  of  students  who  must  learn 
to  express  themselves  and  their  ideas  if 
they  are  to  be  successful  in  their  under¬ 
taking  after  graduation. 

Kingsley  W.  Given  is  a  native  of  Chi¬ 
cago  and  likes  the  atmosphere  of  a  col¬ 
lege  town  for  a  home.  But  he  sees  the 
need  in  industry  for  more  expressive 
and  effective  speech,  and  devotes  a  great 
deal  of  his  time,  during  the  vacation 
periods,  and  sometimes  “on  leave”  to 
the  development  of  better  communica¬ 
tions  through  better  speaking  habits. 

From  1939  to  1942  Mr.  Given  was  pro¬ 
fessor  of  speech  and  Director  of  Public 
Relations  at  Park  College,  Parkville, 
Missouri.  In  the  fall  of  1942  he  joined 
the  staff  at  Western  Reserve  University 
in  Cleveland,  Ohio,  where  he  was  in 
charge  of  public  relations  for  Cleveland 
College,  the  adult  education  center  on 
Public  Square.  In  1944  he  moved  east¬ 
ward  to  Union  College,  Schenectady, 
New  York,  where  as  director  of  an¬ 
nouncements  he  had  charge  of  the  news 
bureau;  assisted  in  arranging  and  con¬ 
ducting  the  Empire  State  Town  Meeting 
of  the  Air,  broadcast  from  the  college 
each  week  by  radio  station  WGY. 

In  1945  General  Electric  Company  se¬ 
cured  the  services  of  Mr.  Given  and 
placed  him  in  charge  of  the  lecture  bu¬ 
reau  of  the  Chemical  Department  at 
Pittsfield,  Massachusetts,  where  he  spent 


the  next  five  years.  In  this  capacity  he 
spoke  to  over  three  hundred  audiences  in 
twenty  states;  prepared  and  presented 
radio  and  television  programs ;  conducted 
courses  in  effective  presentation  for  the 
company  employees;  supervised  exhibits 
at  industrial  trade  shows;  and  staged 
programs  and  demonstrations  for  com¬ 
pany  meetings  as  well  as  public  affairs. 

This  led  to  his  appointment  as  Elxecu- 
tive  Assistant  to  W.  H.  Eisenman,  secre¬ 
tary  of  the  American  Society  for  Metals 
in  the  planning  and  execution  of  The 
First  World  Metallurgical  Congress,  held 
in  New  York  in  the  summer  of  1951. 
This  five  week  conclave  and  series  of 
study  tours  was  a  supreme  test  of  Mr. 
Given’s  ability  to  demonstrate  his  theo¬ 
ries  about  effective  speech.  He  met  and 
arranged  programs  for  some  360  metal¬ 
lurgists,  metal  scientists  and  technical 
men  from  thirty-five  free  countries  of 
the  world.  With  welding  experts  from 
France  and  representatives  of  the  lead¬ 
ing  metal  industries  from  many  coun¬ 
tries  Mr.  Given  made  a  comprehensive 
study  of  companies  which  had  given 
permission  for  these  WMC  Conferees 
from  abroad  to  visit  their  plants. 

Train  and  plane  reservations,  hotel  ac¬ 
commodations  and  meetings  in  large  and 
small  groups,  required  good  organiza¬ 
tion,  good  timing  and  good  direction.  All 
of  us  who  have  participated  in  profes¬ 
sional  meetings  and  conventions  know 
how  many  details  must  have  been  in¬ 
volved  in  planning  a  Congress  of  this 
scope.  The  gratifying  results  have  won 
new  horizons  for  Mr.  Given  and  we  are 
proud  to  present  this  author  who  could 
take  the  time  to  pass  on  his  thoughts 
regarding  our  particular  need  for  expres¬ 
sive  speech. 


Clarence  B.  Carey  gives  us  his  mes¬ 
sage  on  The  Follies  of  Filing,  from  a 
sincere  appreciation  of  the  troubles  such 
follies  can  bring  into  an  organization, 
whether  it  be  an  oflSce  devoted  to  com¬ 
merce,  industry  or  education. 

Mr.  Carey  speaks  from  experience  and 
observation,  being  an  educator  as  well 
as  an  expert  office  management  co¬ 
ordinator  with  many  business  friends 
who  look  to  him  for  suggestions  and 
well  trained  office  personnel. 


Jones  Commercial  High  School  is  the 
only  Chicago  public  school  devoted  ex¬ 
clusively  to  business  training,  and  Mr. 
Carey  has  been  director  since  1940. 
Under  his  direction  the  school  has  pio¬ 
neered  in  a  personality  development 
program  so  unique  that  it  has  received 
world-wide  recognition.  All  commercial 
subjects  are  included  in  the  curriculum; 
grooming,  poise,  manners  find  behavior 
for  office  personnel  are  vital  parts  of 
the  training  program.  This  is  not  ex¬ 
clusively  a  school  for  girls.  Many  suc¬ 
cessful  men  are  graduates  from  Jones 
Commercial  High  School  and  have  had 
the  personal  guidance  of  Clarence  B. 
Carey  for  which  they  make  many  ex¬ 
pressions  of  gratitude.  They  have  found 
unusual  opportunities  for  their  skills  in 
the  modem  business  world,  with  news¬ 
papers,  printers,  magazines,  chemical 
companies,  statistical  agencies,  archi¬ 
tects,  airlines  and  railroads.  If,  when 
you  are  riding  on  a  fast  train,  you 
should  observe  a  well  groomed,  pleasant 
young  man,  conversing  with  passengers 
and  making  rapid  notes  in  shorthand, 
the  chances  are  that  he  is  a  graduate  of 
Jones  and  rated  very  highly  by  his  em¬ 
ployers. 

Mr.  Carey  is  a  former  instructor  of 
filing  and  regrets  the  neglect  of  this  area 
in  so  many  commercial  courses  at  a 
time  when  the  management  of  records 
has  become  “big  business.”  He  is  also 
a  former  newspaper  editor,  a  past  presi¬ 
dent  of  the  Illinois  Business  Education 
Association.  He  has  been  a  member  of 
the  Board  of  Directors  of  the  Ojfice 
Manayement  Association  for  the  past 
eight  years  and  from  them  received  a 
N.O.M.A.  Merit  Award  two  years  ago. 


Pauline  Joan  Ross,  secretary-treasurer, 
Champlin-Shealy  Company,  official  print¬ 
ers  of  THE  NATIONAL  SECRETARY, 
100  N.  LaSalle  Street,  Chicago,  Illinois,  is 
fresh  back  from  a  vacation  trip  to  Ha¬ 
waii.  The  red  blood  with  which  she  was 
endowed  at  birth,  began  to  drain  after 
she  came  to  Champlin-Shealy  Company. 
Printer’s  ink  replaced  it,  so  that  today 
this  magic  fluid  courses  through  her 
veins  and  makes  her  tops  in  the  trade. 
Result,  high  class  work  turned  out  by 
Champlin-Shealy  Company.  Miss  Ross 
believes  a  printer’s  best  salesman  is  the 
return  to  the  author  of  clean  proofs,  free 
from  typographical  errors.  She  admits 
that  during  her  sojourn  in  Honolulu  her 
erstwhile  red  blood  began  to  creep  back, 
but  preferring  printer’s  ink,  she  hastened 
to  return. 

She  finds  time  to  pursue  her  hobbies, — 
one  of  them  being  cultivation  of  flowers 
and  gardening.  She  has  a  small  g;reen- 
house  in  her  back  yard  garden,  and  in 
cold  frames  propagates  a  large  variety 
of  flowers  that  bedeck  her  yard  and  are 
the  envy  of  her  neighbors.  Desert  cacti 
draws  a  great  deal  of  her  attention. 
Another  hobby  is  to  share  her  joys  with 
Suzy,  her  little  cocker  spaniel,  constant 
companion  at  home.  She  didn’t  take  her 
pet  with  her  to  the  middle  of  the  North 
Pacific;  Suzy  too,  now  is  glad  she  is 
home. 
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THE  FOLLIES  OF  FILING 


Clarence  B.  Carey,  Director 
Jone*  Commercial  High  School 
Chicago,  Illinois 


(This  Is  a  digest  of  a  talk  delivered  before 
a  recent  meeting  of  the  Chicago  Records 
Management  Association.) 

Just  thumb 
through  the  pages 
of  your  daily  news¬ 
paper  and  you  will 
find  pictured  for  you 
all  of  the  follies  of 
filing  and  file  clerks 
by  the  cartoonists. 
You  may  smile  or 
giggle  but  it’s  real¬ 
ly  no  joke.  The 
problem  is  serious. 

Folly  is  defined 
as:  1.  State  of  being 
foolish.  2.  Foolish  act  or  idea.  3.  An 
unprofitable  undertaking.  Therefore  in 
considering  the  follies  of  filing  we  are 
reminded  of  many  foolish  acts  and  ideas 
and  unprofitable  undertakings. 

The  follies  are  numerous,  indeed. 
Chief  among  them  is  the  almost  stand¬ 
ard  climax  of  hours  of  waiting,  ‘T  can’t 
seem  to  locate  that  material  .  .  .  Just 
don’t  know  what  happened  to  it.” 

It  is  sheer  folly  to  have  files  serviced 
by  clerks  who  cannot  produce  records 
quickly  when  requisitioned.  Too  fre¬ 
quently  they  regard  filing  as  the  mere 
‘‘putting  away”  of  material,  material  so 
permanently  interred  that  the  files  be¬ 
come  cemetaries  of  records  buried  alive. 
Under  these  conditions  great  expense 
could  be  saved  by  eliminating  the  files. 

It  is  pure  folly  to  maintain  files  which 
fail  to  keep  documents  from  being  lost 
or  misplaced.  Here  again,  the  very  pur¬ 
pose  of  records  management  is  nullified. 
The  filing  system  should  be  a  safeguard 
against  the  loss  of  valuable  records. 

It  is  a  rather  common  folly  to  build 
up  files  which  become  so  space  consum¬ 
ing,  so  voluminous  as  to  make  their  ex¬ 
pense  prohibitive  or  nearly  so. 

There  could  be  no  greater  folly  than 
the  assignment  of  records  management 


responsibilities  to  office  employees  who 
have  no  interest  in,  no  appreciation  of 
and  no  concern  for  the  importance  of 
these  duties.  Some  employees  recoil  in 
terror  of  the  very  words  ‘‘file  this”  or 
‘‘find  this.”  Some  clerks  have  no  com¬ 
prehension  whatsoever  of  the  functions 
or  the  systems  of  records  management. 
They  lack  not  only  the  technical  knowl¬ 
edge  but  also  a  sense  of  organization 
and  become  engulfed  by  the  piling  up  of 
their  ‘‘back  filing.”  This  produces  a 
situation  in  which  the  executive  calls  for 
material  which  has  not  yet  reached  the 
files.  It  is  stacked  in  some  drawer  or 
comer. 

It  is  folly  for  any  organization,  be  it  a 
school  or  business,  to  disregard  or  over¬ 
look  the  necessity  of  indoctrinating  new 
employees  in  the  nature  of  the  business 
as  it  relates  to  the  records  manage¬ 
ment  process.  ’This  is  too  significant 
to  risk  being  left  to  chance  or  to  day-by¬ 
day  discoveries,  even  assuming  the  em¬ 
ployee  is  more  than  ordinarily  alert  and 
conscientious.  Proper  training  of  the 
new  employee  in  specific  job  duties 
should  be  recognized  by  every  execu¬ 
tive  in  small  or  large  office  opera¬ 
tions.  No  employee  should  be  expected  to 
perform  intelligently  if  clear  instruc¬ 
tions  and  directions  have  not  been  given. 
Filing,  unfortunately,  is  one  of  the  most 
neglected  areas  in  this  respect. 

It  is  surely  folly  to  ignore  the  fact  that 
records  management  has  become  big 
business  in  recent  years.  Government 
studies  show  that  the  clerical  labor 
force  has  been  doubled  in  the  decade  of 
1940-1950.  In  spite  of  this  monumental 
growth  of  records  handling.  Records 
Management,  as  a  subject,  is  taught  in 
very  few  schools.  Only  five  or  six  uni¬ 
versities  in  the  whole  country  (Univer¬ 
sity  of  Southern  California,  New  York 
University,  University  of  Illinois,  Uni- 
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versity  of  Chicago,  American  University, 
Florida  University)  have  given  recogni¬ 
tion  to  this  phase  of  management.  Very 
few  high  schools  give  more  than  a  few 
weeks  of  instruction  (not  training)  in 
indexing,  flling  and  finding.  (Jones  Com¬ 
mercial  High  School,  Chicago,  requires 
that  every  student  take  this  course.) 
Under  these  circumstances  companies 
must  face  the  fact  that  in-service  train¬ 
ing  is  quite  necessary. 

Another  obvious  folly  is  the  lack  of  a 
definite  records  management  plan  which 
fits  the  requirements  of  a  particular 
organization.  Like  Topsy,  most  files  are 
allowed  to  just  grow.  There  should  be  a 
retention  policy,  a  transfer  cycle  and  a 
periodic  review  provision  to  analyze 
changing  or  growth  problems.  A  plan 
also  brings  about  coordination  of  rec¬ 
ords.  Confusion  in  this  respect  can  de¬ 
velop  in  one  office  where  there  are  sev¬ 
eral  subordinate  executives,  each  with 
his  own  file  and  system.  When  the 
head  man  requests  a  file,  a  frenzied 
search  must  be  instituted  in  all  five  (as 
is  the  case  in  this  instance)  files.  Loss 
of  time  and  important  documents  occur 
each  day. 

You  have  probably  encountered  many 
follies  and  foibles  if  you  have  an  opera¬ 
tion  which  encompasses  the  names  of 
individuals.  But  this  is  understandable 
according  to  the  experts  (Howard  F. 
Barker  in  September  1951  Systems,  ‘‘Sur¬ 
names  in  the  U.  S.’’)  who  point  out  that 
there  are  well  over  199,999  different  sur¬ 
names  in  public  and  private  records. 

There  are  three  times  as  many  dif¬ 
ferent  surnames  in  use  in  the  United 
States  as  in  any  other  civilized  nation. 
More  than  100,000  names  are  spelled 
two  or  more  ways;  some  can  be  spelled 
20,  some  40,  different  ways  without 
changing  the  pronunciation.  Is  it  any 
wonder  that  the  poor  file  clerk  gets  that 
strange,  far-away  look  in  her  eyes  ? 

The  group-name  system  of  filing  sur¬ 
names,  known  as  Soundex,  was  developed 
to  cope  with  this  situation.  Under  this 
plan,  95%  of  family  names,  regardless 
of  their  spelling  can  be  grouped;  80% 
of  the  errors  due  to  faulty  handwriting 
can  be  counteracted  and  96%  of  all 
transpositions  of  letters  disclosed. 

Follies  are  apparent  even  in  the  stand¬ 
ards,  or  lack  of  them,  in  this  field.  A 
National  Office  Management  Association 
Survey  published  in  1950  revealed  that 
only  23%  of  1079  companies  studied,  had 
definite  requirements  for  a  beginning  file 
clerk.  Performance  standards  ranged  be¬ 
tween  150  to  250  cards  per  hour  and  100 


to  200  8^x11  sheets  of  paper  per  hour. 
An  office  executive  reported  at  a  confer¬ 
ence  that  his  company  expected  500 
pieces  sorted  in  an  hour,  numerically,  or 
300  alphabetically;  filing  speed  expected 
was  300  numerically  and  250  alpha¬ 
betically. 

It  seems  folly  to  expect  new  employees 
even  to  understand  such  a  basic  as  the 
alphabetic  system.  It  has  been  revealed 
during  the  past  few  years,  painfully  to 
be  sure,  that  all  too  few  young  people 
even  know  the  alphabet.  Some  companies 
have  found  it  advisable  to  post  the 
alphabetic  arrangement  prominently  in 
their  filing  section.  This  lack  of  alpha¬ 
betic  comprehension  is  probably  due  to 
the  changing  school  methods  of  teaching 
people  how  to  read.  Some  of  these  meth¬ 
ods  give  no  emphasis  as  to  the  former 
fundamentals  which  required  the  mem¬ 
orization  of  the  alphabet. 

It  is  folly  not  to  analyze  the  records 
management  problem  in  your  own  office 
in  the  light  of  how  records  are  needed, 
when  they  are  needed,  how  long  they  are 
needed,  so  that  processing  and  storage 
can  be  made  more  effective. 

The  recent  Business  Show  in  Chicago 
displayed  various  types  of  records  man¬ 
agement  materials  to  meet  the  wide  va¬ 
riety  of  needs.  Proper  tools  are  vital  to 
successful  office  operations  and  records 
management  is  no  exception. 

For  example,  the  development  of  mi¬ 
crofilming  in  recent  years  has  solved  the 
volume  problem.  One  company,  adopting 
this  process,  was  able  to  reduce  its 
storage  space  to  one-thirtieth  of  the 
former  requirement.  Another  company, 
by  using  the  ten  thousand  unit  Variadex 
system,  reduced  search  time  by  thirty 
per  cent.  Another  company,  by  installing 
a  weeding  out  system,  streamlined  its 
records  department,  reduced  loss  of  ma¬ 
terial,  and  speeded  up  the  entire  opera¬ 
tion.  Another  firm,  by  installing  rotary 
files,  made  it  possible  for  one  clerk  to 
have  25,000  cards  at  her  fingertips.  An¬ 
other  company  effected  a  savings  of 
three  hundred  man-hours  a  month. 

One  company  surveyed  reported  that 
by  using  multi-sort  equipment  and  the 
Variadex  system,  a  25%  reduction  in 
personnel  was  possible,  with  more  than 
a  30%  cut  in  the  number  of  filing  cabi¬ 
nets  used.  Other  accomplishments  were 
the  establishment  of  an  efficient  records 
retention  program,  centralization  of  con¬ 
stantly  used  correspondence  files,  and 
the  putting  of  active  files  on  a  current 
plus  one  year  basis. 


In  considering  the  type  of  equipment 
best  suited  for  an  office  operation,  all 
materials  available  should  be  studied. 
For  example,  there  are  rotary  files,  tub 
files,  visible  files  of  various  types,  mobile 
files,  elevator  files,  and  other  push-but* 
ton  motor-driven  types.  In  addition  to 
housing  imits,  filing  supplies  should  be 
considered  with  a  view  to  requirements. 
For  example,  the  types  of  folders,  tabs, 
guides,  trays,  labels,  fasteners,  and  re¬ 
lated  items. 

It  is  folly  for  any  system  of  filing  to 
permit  “everyone”  access  to  the  files. 
Responsibility  must  be  fixed  so  that  lost 
and  missing  items  can  be  controlled.  The 
importance  of  proper  charge-out  meth¬ 
ods  cannot  be  over-emphasized. 

By  this  time  you  may  feel  that  these 
words  on  the  subject  have  been  a  folly, 
too.  If  so,  we  suggest  that  you  file  the 
whole  thing  under  “miscellaneous.” 


Denoyer-Geppert  Company 

Maps,  Globes,  Atlases,  Charts,  Models,  Pictures 
5235  Ravenswood  Avenue,  Chicago  40,  Illinois 
Dear  Miss  Secretary: 

Have  you  brought  your  catalog  files  up-to-date  for  1952?  The  new 
Denoyer-Geppert  Catalog  No.  SB  came  off  the  press  February  first.  Is  it 
now  in  your  files? 

We  are  justly  proud  of  this  new  catalog  with  its  many  colored  illustra¬ 
tions;  it  cost  us  $50,000  to  produce.  Actually,  of  course,  it  is  much  more 
than  a  catalog  with  its  wealth  of  ideas  for  the  school  administrator  and  for 
teachers  of  geography,  history,  social  studies,  biology,  elementary  science, 
language,  and  literature.  Pages  4  and  5  outline  an  articulated  program 
of  teaching  tools  from  the  primary  grades  thru  the  senior  high  school,  while 
pages  2  and  3  show  the  various  types  of  mountings  for  best  displaying 
maps  and  charts. 

Under  present  conditions  we  are  able  to  get  only  a  limited  amount  of 
paper,  please  help  us  to  reduce  waste.  Make  one  catalog  serve  several 
teachers  by  routing  it  so  that  it  comes  back  to  your  file. 

By  the  way,  what  are  you  doing  about  new  maps  and  globes  in  1952? 
We  shall  be  glad  to  help  you  make  the  best  selection  for  your  needs. 


Sincerely  yours. 


When  dealing  icith  our  advertisers,  please  mention  the  National  Secretary 


“Rrorlnted  by  special  permission  of 
The  Saturday  Evening  Post.  Copyright 
1951  by  The  Curtis  Publishing  Company.” 


Remington  today 

because,,. 


of  the  teaching  advantages:  Teaching  is  easier  with  the  Reming¬ 
ton  Electri<onomy  Typewriter.  No  special  methods  or  textbooks 
needed  and  students  learn  faster  . . .  develop  true  touch  typing. 


because, , , 

of  the  typing  advantages:  The  scientifically  designed  standard 
keyboard  on  the  Electri-conomy  helps  increase  a  student’s  typing 
speed  and  accuracy  —  makes  typing  a  delight.  In  addition,  the 
distinctive,  uniform  printwork  tends  to  develop  a  student’s  feel¬ 
ing  of  pride  in  his  work. 


Today,  teachers  and  administrators  are  increasingly  aware  of  the  importance  of 
electrified  typing  experience  for  their  students.  That’s  why  so  many  schools  are 
installing  Remington  Electri-conomy  Typewriters  as  the  tool  for  teaching 
modern  business  typing.  Mail  the  coupon  for  FREE  information  about  the 
advantages  of  electric  typing. 


Remington  Rand,  Room  2463,  315  Fourth  Avo.,  New  York  10 

Yes,  I  would  like  a  FREE  copy  of  "Electric  Typing  vs. 
Manual  Typing.’’  (R  8300). 


School. 


GOOD  SPEECH  A  GOOD  HABIT 


Kingsley  W.  Given 
Professor  of  Speech 
Kansas  State  College 
Manhattan,  Kansas 


Not  many  years 
ago  an  attractive 
young  woman 
served  as  secretary 
to  the  president  of 
a  large  mid-western 
university.  She  was 
efficient,  capable, 
and  ambitious.  Then 
something  began  to 
happen.  At  first  it 
was  hardly  notice¬ 
able,  so  no  one 
knows  just  when  the 
change  took  place  or  exactly  what 
caused  it.  Each  week,  however,  the 
change  was  a  bit  more  apparent.  This 
young  woman  began  snapping  at  people. 
She  wasn’t  careful  about  her  choice  of 
words.  She  neglected  to  consider  how 
her  voice  sounded  to  others,  "rhe  quality 
of  that  voice  gradually  changed.  If  the 
telephone  interrupted  one  of  her  tasks 
she  answered  it  impatiently,  letting  her 
irritation  be  carried  over  the  wires  by 
her  abrupt  speech.  Her  associates  began 
to  notice  the  change.  One  by  one  they 
were  eventually  subjected  to  her  tongue’s 
lash.  People  who  telephoned  or  called  at 
her  office  missed  the  warmth  of  her  per¬ 
sonality  and  the  dulcet  tones  of  her 
voice. 

Today  that  woman  is  still  serving  in 
the  same  office,  for  some  unknown 
reason.  But  she’s  now  known  as  “the 
campus  battleaxe’’.  Her  associates  des¬ 
pise  her.  They  take  pleasure  in  annoy¬ 
ing  her.  Faculty  members  avoid  her  as 
rauch  as  possible  and  refuse  to  cooperate 
with  her  unless  they  are  forced  to.  Peo¬ 
ple  wonder  how  she  keeps  her  job. 


By  means  of  an  effective  use  of  every¬ 
day  speech  we  can  improve  our  profes¬ 
sional  standing  and  create  good  will  for 
ourselves  and  for  our  institution,  in  spite 
of  our  personal  problems.  We  need  not 
sound  and  act  like  a  bear  with  a  sore 
head,  even  though  we  may  feel  like  one. 


A  good  example  of  this  fact  is  the 
successful  and  competent  switchboard 
operator.  She  may  say  “Good  morning — 
ABC  Company’’  a  thousand  times  a  day. 
However,  your  call  will  be  answered  by 
those  words  at  4:55  p.m.  with  as  much 
apparent  enthusiasm  as  the  9:30  a.m. 
call  received  that  same  morning.  (In¬ 
wardly  she  may  be  wishing  that  the  cal¬ 
ler  would  drop  dead!)  Therefore,  a  good 
secretary  should  be  able  to  speak  courte¬ 
ously  in  spite  of  her  inward  irritability. 
(I  was  greatly  interested  in  the  things 
Pearl  Wanamaker  had  to  say  on  this 
very  important  subject  in  the  May,  1951, 
issue  of  THE  NATIONAL  SECRE¬ 
TARY.) 


As  if  our  Manhattan  Public  Library 
hadn’t  suffered  enough  during  the  dis¬ 
astrous  flood  of  1951,  its  boiler  broke 
down  during  our  unseasonable  blizzard 
in  early  1952.  Today  I  telephoned  to  see 
if  the  repairs  had  been  made  and  if  the 
library  had  reopened.  A  perfectly  charm¬ 
ing  voice  replied  apologetically,  “Well, 
the  temperature  in  here  now  is  38  de¬ 
grees.  I  was  planning  to  leave  but  if 
there  is  anything  that  I  can  do  please 
let  me  know.”  I  told  the  good  lady  that 
1  would  certainly  not  want  to  be  the  one 
to  keep  her  in  that  ice-box  and  admon¬ 
ished  her  to  get  out  of  there  at  once. 
Here  is  an  example  of  excellent  public 
relations.  That  is  courtesy  and  tact  on 
a  level  far  above  and  beyond  the  call. 
That  dear  lady  cured  me  once  and  for 
all  of  calling  librarians  grouches  and 
sourpusses.  (I’m  sure  that  most  of  my 
readers  will  know  why  and  how  I  got 
into  that  unpleasant  habit  in  the  first 
place!) 
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There  was,  of  course,  a  reason  for  her 
changed  attitude.  It  may  have  been  ill 
health,  a  personal  loss,  a  disappoint¬ 
ment,  frustration,  or  any  one  of  a  num¬ 
ber  of  tnings.  But  that  attitude  need  not 
have  been  apparent  to  others.  By  self 
discipline  she  could  have  remained  out¬ 
wardly  charming  during  business  hours 
at  least.  By  conscious  effort  she  could 
have  used  several  skills  to  conceal  her 
unpleasant  attitude.  One  of  the  most 
often-used  of  these  skills  is  speech— - 
daily  oral  communication. 


L 


Someone  once  said  that  unkind  lan¬ 
guage  was  sure  to  produce  the  fruits  of 
unkindnesa— suffering  in  the  bosom  of 
others.  My  first  vivid  realization  of  that 
truth  came  to  me  in  a  grade  school  on 
the  West  side  of  Chicago.  The  principal, 
a  dour  dame  of  the  ram-rod-spine,  high 
"stayed”  collar,  flat-heeled  high-top 
(buttoned)  shoes,  pince-nez,  austere 
type,  terrified  me.  If,  in  my  confusion 
and  fright,  I  fumbled  with  the  latch  on 
the  gate  to  her  inner  sanctum,  she’d 
storm  at  me,  yank  my  hand  away  with 
an  arm-twisting  thrust,  and  slam  the 
gate  open  in  a  purple  rage. 

Before  gathering  facts  or  listening  to 
my  puny  pleas,  she  heaped  diatribes 
upon  me  and  castigated  me  for  wrongs 
of  which  I  never  was  guilty.  Suffering 
in  my  bosom?  It  took  me  years  to  dis¬ 
cover  that  there  were  principals  who 
were  actually  human  beings! 

While  it  is  true  that  most  school 
budgets  prevent  payment  of  the  highest 
salaries,  there  can  no  justification  for 
keeping  boorish  people  on  school  pay¬ 
rolls.  'Tactless,  brutal,  and  impolite  em¬ 
ployees  may  work  “cheap” — possibly  be¬ 
cause  they  can’t  hold  higher-paying  jobs 
-but  they  are  terribly  expensive  to  a 
community.  They  provide  the  Board  of 
Education  with  unnecessary  anguish  by 
alienating  parents,  taxpayers,  teachers, 
students,  and  guests. 

Being  pleasant  is  important,  but  it  is 
equally  important  that  one  be  under¬ 
stood. 

SPEAK  UP! 

When  asked  a  question  by  the  boss, 
an  associate,  a  student,  a  patron  or 
client  or  customer — SPEAK  UP!!  Clean¬ 
ly  articulated  syllables,  careful  enuncia¬ 
tion,  and  clear  pronunciation  save  time 
and  energy  for  both  the  speaker  and 
the  listener. 

Last  summer  it  was  necessary  for  me 
to  telephone  one  of  the  Government  of¬ 
fices  in  Washington  several  times  a 
week.  I  dreaded  the  ordeal  because  I 
could  get  ten  other  cities  in  the  length 
of  time  it  took  me  to  wallow  through 
the  maze  of  extensions  of  extensions  and 
to  complete  one  call  to  Washington. 
When  at  last  I  had  been  connected,  I 
understood  very  little  said  by  the  secre¬ 
tary  in  that  office.  Her  boss  could  be 
understood  very  clearly.  However,  if  he 
was  gone  I  had  to  guess  at  half  his 


secretary  said.  One  day  I  told  her  that 
I  simply  could  not  understand  her.  She 
informed  me  that  she  was  talking  just 
as  loud  as  she  could. 

Loudness  is  often  of  secondary  im¬ 
portance.  It  was  in  her  case.  More  vol-  \ 

ume  would  have  done  her  no  harm  since 
she  was  pretty  close  to  the  threshold  of  * 

audibility.  She  needed  more  care  in  « 

clean-cut  pronunciation.  She  slurred  over  ^ 

many  syllables  so  badly  that  they  never 
were  transformed  into  sound  waves.  • 

“This  is”  would  sound  like  “thisz”,  “it  , 

is  her  plan”  would  come  out  “tser  plan”, 
and  so  on.  i 

If  people  keep  asking  you  to  repeat — 

“beg  pardon”,  “I  didn’t  quite  catch  that”, 

“what  was  the  name?” — you’d  better 
consult  a  good  speech  teacher.  Some 
simple  daily  exercise  he  suggests  may 
help  you. 

Voice  Quality 

Some  voices  tinkle,  some  “carry”, 
some  are  soft,  some  are  harsh,  and 
others  are  just  “normal”.  Since  variety 
is  the  spice  of  life  I  enjoy  hearing  an 
unusual  voice.  I’d  hate  to  have  every¬ 
one  sound  like  Milton  Cross  or  Katherine 
Hepburn.  I  like  to  hear  Marjorie  Main, 

Percy  Kilbride,  Fred  Allen,  and  others 
who  have  unusual,  but  by  no  means 
“ideal”,  voices.  They  are  ideal  to  me 
because  they’re  distinctive.  They  become 
trade  marks  for  their  owners. 

Once  in  a  while,  however,  we  en¬ 
counter  some  voices  that  annoy  or  irri¬ 
tate.  Those  voices  should  have  some 
special  attention.  If  it  is  suspected  that 
one  has  a  whine  or  a  monotone  or  an 
unpleasantly  shrill  voice,  a  check  by  a 
good  vocal  teacher  would  be  wise.  Ex¬ 
cept  in  cases  where  some  physical  defect 
or  tone-deafness  prevents,  daily  vocal 
exercises  under  the  supervision  of  a 
good  voice  teacher  should  bring  about 
certain  desired  changes. 

IN  GENERAL 

The  School  secretary  has  a  superb 
opportunity  to  make  friends  for  the 
school  system  with  students,  parents, 
teachers,  administrative  oflJcers,  guests, 
taxpayers,  and  everyone  who  has  any¬ 
thing  to  do  with  public  education.  By 
using  her  head,  and  skillfully  using  her 
tongue,  she  can  make  a  real  contribu¬ 
tion  to  that  most  vital  part  of  life  in 
her  community.  And  with  her  speech 
she  can  win  companionship  and  loyalty  I 
and  distinction.  | 
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MISSISSIPPI  GOING  STRONG 


School  secretaries  in  Mississippi  are 
working  to  approach  the  ideal  of  a  real 
professional  assistant  and  have  found  a 
summer  workshop  to  be  the  ideal  way 
in  which  to  advance  their  understanding 
of  their  responsibilities  and  the  problems 
of  their  employers.  Not  all  educational 
secretaries  can  combine  work  and  study 
with  a  fish-fry  but  they  did  it  and  have 
many  laughs  to  remember  with  the 
memories. 

Last  June  the  Department  of  Ofllce 
Administration  and  Business  Education, 
University  of  Mississippi,  conducted  a 
work-shop  on  the  University  Campus  in 
association  with  the  Mississippi  Associa¬ 
tion  of  School  Secretaries  and  the  re¬ 
sults  are  still  reaching  out  to  improve 
services  and  attitudes  in  that  state.  Rep¬ 
resentatives  of  25  counties  were  present. 
Travis  McCharen,  head  of  the  Dept,  of 
Vocational  Rehabilitation  sent  thirteen 
girls  from  his  department  which  indi¬ 
cates  that  the  administrators  are  aware 
of  the  value  of  these  conferences. 

In  the  October,  1951,  issue  of  The 
Educational  Advance  a  condensed  report 
by  Mrs.  Josephine  Campbell  was  fea¬ 
tured  with  the  following  heading:  “WHO 
SAID—”  “conferences  are  meetings  in 
which  minutes  are  kept  and  hours 
wasted?”  The  article  goes  on  to  say 
that  such  ideas  were  exploded  by  the 
enthusiastic  results  of  the  participants. 

U.  S.  Commissioner  of  Education,  Earl 
J.  McGrath  provides  one  of  the  high 
lights  of  the  week  by  addressing  the 
group  and  another  inspiring  speaker  was 
Henry  E.  Toy,  Jr.,  of  the  National 


Citizens  Committee  for  the  Public 
Schools. 

Two  semester  hours  of  credit  were 
given  for  the  workshop  if  the  participant 
qualified.  The  program  included  such 
interesting  topics  that  we  feel  you  would 
like  to  study  them  as  a  basis  for  your 
future  activities. 

The  planning  and  execution  of  a  serious 
conference  such  as  this  requires  com¬ 
petent  workers  and  the  association  was 
very  proud  of  the  committee  appointed 
by  Mrs.  Jane  Scarborough  to  work  with 
Dr.  A.  J.  Lawrence,  workshop  con¬ 
sultant  and  chairman  of  the  Depart¬ 
ment  of  Office  Administration  and  Busi¬ 
ness  Education  of  the  University.  Jane 
is  the  association  president  and  her  ap¬ 
pointees  were  Mrs.  Josephine  Campbell 
of  the  Jackson  public  schools.  Ruby 
Thompson  of  the  State  Department  of 
Education  and  Mrs.  Audrey  Swank  of 
the  Washington  County  superintendent’s 
office. 

We  mentioned  the  fish-frys  because 
everyone  who  attended  the  two  affairs 
is  still  talking  about  them.  One  was 
at  Spring  Lake  Park  along  with  school 
administrators  who  were  attending  the 
Fifth  Annual  Educational  Conference, 
and  the  other  at  Sardis  Dam  as  guests  of 
the  North  Mississippi  superintendents 
where  a  sudden  summer  rain  drenched 
the  parties  riding  across  Sardis  Dam 
so  that  they  were  not  sure  whether  they 
were  boating  or  wading. 

The  presentation  of  certificates  on  the 
last  day  was  the  reward  that  all  associa¬ 
tions  and  all  workshops  hope  to  achieve. 
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PROGRAM 


SUNDAY.  JUNE  24 

3:00  p.m. — Registration  Somerville 

Hall. 

6:00  p.  m. — Dinner;  Welcome  Addret*. 

J.  D.  Williams,  Chancellor  of 
the  University;  Mrs.  Jane 
Scarborough  presiding. 

MONDAY,  JUNE  25 

9:00  a.  m. — Assembly  of  all  participants 
and  consultants;  DitcuMion  of 
Plan*  for  the  Workshop;  Mrs. 
Jane  Scarborough  presiding. 

10:00  a.  m. — The  Duties,  Responsibilities, 
and  Authority  of  a  School  Sec¬ 
retary,  Forrest  Murphy,  Dean 
of  the  School  of  Education; 
Vivian  Roberts  presiding. 

11:00  a.  m. — Group  meetings;  Guide  to 
Effective  Office  Practices;  Mrs. 
Josephine  V.  Campbell  pre¬ 
siding. 

Group  A — Secretaries  to 
county  superintendents 
Group  B — Secretaries  to 
separate  school  superinten¬ 
dents 

Group  C — Secretaries  to 
State  Department  officials 
Group  D— All  other  partici¬ 
pants 

12:00  noon — Luncheon;  address,  J.  M. 

Tubb,  State  Superintendent  of 
Education;  Mrs.  Sadie  M. 
Caughman  presiding. 

2:00  p.  m. — English  Usage  as  an  Effec¬ 
tive  Mean*  of  Communication, 
W.  Alton  Bryant,  Chairman 
of  the  Department  of  English; 
Mrs.  Sadie  M.  Caughman  pre¬ 
siding. 

3:00  p.  m. — Effective  Office  Communica¬ 
tions,  Lawrence  Fates,  Profes¬ 
sor  of  English;  Mrs.  Mar¬ 
garet  Mosal  presiding. 

4.00  p.  m. — Reception  for  participants, 
consultants,  and  guests. 

6:00  p.  m. — Dinner;  address,  H.  M.  Ivy, 
Superintendent  of  Meridian 
Public  Schools ;  Sarah  Peeples 
presiding. 

TUESDAY,  JUNE  26 

9:00  a.  m. — The  Secretary  in  School  Re¬ 
search,  John  E.  Phay,  Direc¬ 
tor  of  the  Bureau  of  Educa¬ 
tional  Research;  Ruby  Thomp¬ 
son  presiding. 

10:00  a.  m. — Accounting  Records,  Clive 
F.  Dunham,  Dean  of  the 
School  of  Commerce  and 
Business  Administration;  Mrs. 
Birdie  W.  Smith  presiding. 


11:00  a.  m. — Group  meetings.  Guide  to 
Effective  Office  Practices;  Mrs. 
Josephine  V.  Campbell  pre¬ 
siding. 

12:  noon — Luncheon;  Guidance  Oppor¬ 
tunities  of  the  School  Secre- 
Ury,  Harley  F.  Garrett,  Pro¬ 
fessor  of  Education;  Sarah 
Peeples  presiding. 

2:00  p.  m. — Demonstration  and  Discus¬ 
sion  of  Duplicating  Equipment, 
A.  J.  Lawrence,  Chairman  of 
the  Department  of  Office  Ad¬ 
ministration  and  Business 
Education ;  Hilda  Robinson 
presiding. 

3:30  p.  m. — Intermission. 

4 :00  p.  m. — Filing  Problems,  Frank  M. 

Herndon,  Professor  of  Office 
Administration;  Mrs.  Marga¬ 
ret  Mosal  presiding. 

6:00  p.  m. — Dinner;  Parent  and  Public 
Relationships,  R.  H.  Price,  Pro¬ 
fessor  of  Education;  Mrs. 
Sadie  M.  Caughman  presid¬ 
ing. 

WEDNESDAY,  JUNE  27 

9:00  a.  m. — Standardization  of  Office 
Routines,  A.  J.  Lawrence, 
Chairman  of  the  Department 
of  Office  Administration  and 
Business  Education;  Sarah 
Peeples  presiding. 

10:00  a.  m. — The  Mechanics  of  a  Good 
Letter,  A.  J.  Lawrence  of  the 
Department  of  Office  Admin¬ 
istration  and  Business  Edu¬ 
cation;  Mrs.  Ollee  P.  Lee  pre¬ 
siding. 

11:00  a.  m. — Group  meetings;  Guide  to 
Effective  Office  Practices;  Mrs. 
Josephine  V.  Campbell  pre¬ 
siding. 

12:00  noon — Luncheon;  address,  Kirby 
P.  Walker,  Superintendent  of 
Jackson  Public  Schools;  Mrs. 
Birdie  W.  Smith  presiding. 

2:00  p.  m. — Demonstration  and  Use  of 
Adding  and  Calculating  Ma¬ 
chines,  Effie  Sue  McAmis,  In¬ 
structor  in  Office  Administra¬ 
tion;  Hilda  Robinson  presid¬ 
ing. 

3 :30  p.  m. — Intermission. 

4:00  p.  m. — Placement  and  Employment 
Records,  Haley  D.  Worthy, 
Professor  of  Education;  Mrs. 
Sadie  M.  Caughman  presiding. 

6:00  p.  m. — Dinner;  Student  Personnel 
Relationships,  L.  L.  Love,  Dean 
of  the  Division  of  Student 
Personnel;  Mrs.  Jane  Scar¬ 
borough  presiding. 
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THURSDAY,  JUNE  28 

9:00  a.  m. — Student  Record*  and  Re* 
ports,  Robert  B.  Ellis,  Acting 
Registrar;  Sarah  Peeples  pre¬ 
siding. 

10:00  a.  m. — Sound  motion  pictures; 

Haley  D.  Worthy,  Professor 
of  Education;  Mrs.  Josephine 
V.  Campbell  presiding. 

11:00  a.m. — Group  meetings;  Guide  to 
Effective  Office  Practices;  Mrs. 
Josephine  V.  Campbell  pre¬ 
siding. 

12:00  noon— Luncheon;  Faculty  Person¬ 
nel  Relationships  and  Records, 
A.  B.  Martin,  Professor  of 
Education;  Vivian  Roberts 
presiding. 

2:00  p.  m. — Practice  in  the  Operation  of 
Office  Appliances,  Frank  M. 
Herndon,  Professor  of  Office 
Administration;  Hilda  Robin¬ 
son  presiding. 

3 :00  p.  m. — Intermission. 

4:00  p.m. — Reports  of  committees. 
Guide  to  Effective  Office  Prac¬ 
tices;  Mrs.  Josephine  V.  Camp¬ 
bell  presiding. 

6:00  p.  m. — Dinner;  address,  R.  C. 

Cook,  President  of  Mississippi 
Southern  College;  Ruby 
Thompson  presiding. 

FRIDAY,  JUNE  29 

9:00  a.  m. — Review  of  workshop  ac¬ 
tivities,  Mrs.  Jane  Scar¬ 
borough  presiding. 

10:00  a.  m. — Clinic  on  the  Use  of  Equip¬ 
ment,  A.  J.  Lawrence,  Chair¬ 
man  of  the  Department  of 
Office  Administration  and 
Business  Education ;  Ruby 
Thompson  presiding. 

12:00  noon — Luncheon;  Public  Relations 
Opportunities  of  the  School 
SMretary,  Gene  Roper,  As¬ 
sistant  to  the  Director  of  Pub¬ 
lic  Relations;  Vivian  Roberts 
presiding. 

2:00  p.  m. — Budget*  and  Other  Report* 
to  the  State  Department  of 
Education,  G*  J-  Cain,  Direc¬ 
tor  of  Division  of  Administra¬ 
tion  and  Finance,  State  De¬ 
partment  of  Education;  Mrs. 
Ollee  P.  Lee  presiding. 

3:30  p.  m. — Intermission. 

4:00  p.  m. — Clinic  on  Reports  to  the 
State  Department  of  Education, 
G.  J.  Cain,  Director  of  Divi¬ 
sion  of  Administration  and 
Finance,  State  Department  of 


Education;  Mrs.  Ollee  P.  Lee 
presiding. 

6:00  p.  m. — Fish  fry  at  Sardis  Dam  as 
guests  of  north-Mississippi 
superintendents;  C.  E.  Hay- 
man,  Superintendent  of  Sardis 
Public  Schools,  in  charge. 

SATURDAY,  JUNE  30 

9:00  a.  m. — Evaluations  and  recommen¬ 
dations  concerning  the  work¬ 
shop;  Mrs.  Margaret  Mosal 
presiding. 

10:00  a.  m. — The  Secretary  a*  an  Ad¬ 
ministrative  Assistant;  Mrs. 
Birdie  W.  Smith  presiding. 

11:00  a.  m. — Presentation  of  certificates 
and  office  guides,  A.  J.  Law¬ 
rence,  Chairman  of  the  De¬ 
partment  of  Office  Adminis- 
.  tration  and  Business  Educa¬ 

tion;  Mrs.  Sadie  M.  Caugh- 
man  presiding. 

12:00  noon — Luncheon;  address,  S.  A. 

Brasfield,  Director  of  Instruc¬ 
tion,  State  Department  of 
Education;  Mrs.  Jane  Scar¬ 
borough  presiding. 


•  Write  Today  To 

INDUSTRIAL  DIVISION 

The  FULLER  BRUSH  Co.- 

3548  Main  St..  Hartford  2.  Conn. 


FULLER 

Cleaning  Equipment 

LASTS  LONGER 
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Thanks, 

School  Secretaries! 


Sales  Offices: 
New  York  ll 
Chicago  16 
Atlanta  3 
Dallas  l 
COLUMBl'S  16 
San  Francisco  3 
Toronto  5 
Home  Office: 
BOSTON 


For  the  many  friendly  courtesies  you 
have  shown  our  representatives  we  are 
very  grateful. 

You  can  coimt  upon  our  hearty  co¬ 
operation  with  you  in  every  way  during 

1952. 


GINN  AND  COMPANY 
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NORTH  PACIFIC 

Pauline  Joan  Ros* 

Secretary -T  reaturer, 

Champlin-Shealy  Company,  Chicago,  Illinois 


South  Pacific, 
the  name 
a  popular 
extravaganza,  arti- 
imitative,  tem- 
porarily  gratifying, 
transitory,  soon 
forgotten,  currently 
being 

lo- 

cale  the  Hawaiian 
Islands  in  the  middle 
of  the  North  Pacific  Ocean  is  real, 
centuries  old,  yet  perennially  new,  where 
it  is  always  Springtipie.  It  is  the  erst¬ 
while  land  of  kings  and  conquests  and 
strange  imaginative  gods.  It  is  where 
natives  sing  "Aloha." 

They  are  a  happy  people  there,  people 
of  many  nationalities  who  bid  you  wel¬ 
come  in  the  same  spirit  with  which  they 
work  and  live  together, — the  kindly 
island  of  “Aloha." 

“Aloha"  means  we  welcome  you. 

It  means  more  than  words  can  say 
“Aloha"  means  good  luck  to  you. 
Goodnight  at  the  close  of  day. 

It’s  just  like  a  love  song 
With  its  haunting  sweet  refrain 
Bringing  you  joy,  bringing  you  pain 
“Aloha"  means,  farewell  to  you 
Until  we  meet  again. 

In  February  I  fiew  from  the  chilling 
breezes  of  Lake  Michigan  to  the  Hawai¬ 
ian  Islands  where  the  sun  shines  every 
day  and  a  profusion  of  tropical  horti¬ 
culture  perfumes  the  atmosphere  with  a 
variety  of  enticing  fragrance  while  mar¬ 
velous  manifestations  of  Nature  are  in 
evidence  everywhere.  The  trip  removed 
me  from  the  accelerated  tempo  of  metro¬ 
politan  living  and  cacophony  of  Chi¬ 
cago’s  loop.  It  brought  me  to  a  place 
of  rest  and  beauty  and  quiet  and  har¬ 
mony  akin  to  mortal’s  conception  of 
Heaven. 

I  bathed  in  placid  waters  that  affec¬ 
tionately  embrace  the  beaches.  I  enjoyed 
the  magnificent  sea  and  mountain 
scenery.  I  breathed  deeply  of  the  exotic 
fragrance  of  evening  air  cooled  by  the 
ever  present  trade  winds.  I  basked  in 
the  sun  that  causes  an  average  annual 
temperature  of  75  degrees.  I  marveled 


at  the  ever  changing  cloud  patterns.  I 
was  enthralled  at  the  expansive  fioral 
beauty,  high  foliaged  peaks  and  capric- 
ing  color  changes. 

I  dreamed  beneath  a  gentle  silvery 
tropical  moon.  I  hiked  through  jungle 
forest  trails.  I  saw  Nature  exert  the 
fullest  play  of  her  amazing  whimsies. 
I  gloried  in  the  inspiring  loveliness  of 
her  incomparable  beauty  and  majestic 
spectacles.  I  was  impressed  by  the  rich 
background  of  legend  and  tradition.  I 
spent  three  weeks  flying  from  one  island 
to  another  of  her  group,  and  avidly  ab¬ 
sorbed  the  amazing  evidences  of  various 
types  of  the  handiwork  of  Mother  Na¬ 
ture.  I  wondered  often  if  I  were  dream¬ 
ing,  or  by  chance  had  already  answered 
Gabriel’s  call.  This  must  be  Heaven! 
It  was  no  dream.  It  was  real.  It  was 
sublime. 

"rhere  is  a  Hawaiian  saying,  “You 
have  not  lived  until  you  have  seen  all 
Hawaii.”  I  am  convinced  now  that  I 
have  lived,  and  am  living  to  recall  pleas¬ 
ant  memories.  I  have  brought  home  self 
made  kodachromes  of  scenes  I  observed, 
of  places  I  visited,  of  people  I  met,  to 
live  over  and  over  again  the  pleasant 
days  I  spent  in  the  middle  of  the  North 
Pacific  ocean. 

And  yet,  strange  as  it  may  seem  I 
brought  home  only  a  single  souvenir — 
a  Waikiki  beach  hat.  It  is  made  of  pal¬ 
metto  straw  and  trimmed  with  a  small 
grass  hut,  hula  girl,  numerous  hibiscus 
blossoms,  an  outrigger,  a  mynah  bird 
and  another  little  mynah  bird  that  is 
perched  on  the  end  of  a  long,  willowy 
bamboo  straw,  yet,  to  me,  that  sym¬ 
bolizes  Hawaii.  ’The  hat  is  made  up  of 
vegetation  and  representation  of  bird 
life  that  abounds  on  the  Hawaiian  Is¬ 
lands.  To  me  it  is  a  composite  of  all 
eight  islands. 

Many  think  Hawaii  is  a  single  island, 
— the  one  island  of  Oahu,  in  which  is 
located  Honolulu  and  the  famed  Waikiki 
Beach.  The  islands  neighboring  Oahu 
contain  their  own  magnificence.  The 
group  of  islands  totalling  6,435  squire 
miles  is  segmented  into  eight  separate 
islands  from  Kauai — the  Garden  Island, 
northernmost,  to  Hawaii,  the  Volcano 
Isle,  southernmost,  with  Oahu,  Molokai, 
Lanai,  Maui,  the  Valley  Isle,  Kahoolawe 


dotting  the  surrounding  waters.  Kauai 
the  Garden  Island,  was  the  first  of  the 
Hawaiian  islands  to  rise  above  the  sea. 
Its  mountains  have  been  worn  down  to 
gradual  and  rounded  contours  sluiced  by 
deep  canyons  winding  to  the  sea.  It  is 
called  Garden  Island  because  of  the  vast 
profusion  of  floral  growth.  Nature  pro¬ 
vides  numerous  suprises.  Kauai’s  broad 
beaches  fringed  by  groves  of  lauhala  and 
cocoanut  palms  emanate  tropical  en¬ 
chantment.  At  Koloa,  the  sea  rushing  into 
submarine  passages  shoots  skyward  in 
a  hole-in-the-rock  creating  the  Spouting 
Horn.  Close  by  is  a  beautiful  Poipu 
Beach  where  swimming  is  excellent. 
yond  are  canyons,  the  most  spectacular 
being  Waimea,  which  according  to  Ha¬ 
waiian  legend,  was  the  birthplace  of  the 
Rainbow  Princess.  The  fertile  soil  of  the 
island,  is  conducive  to  huge  crops  of 
sugar  cane  and  pineapples.  The  Wailu 
Golf  Course  rests  in  scenery  a  garden  of 
Paradise. 

Hawaii,  the  Volcano  Isle  is  the  largest. 


youngest  and  most  varied  of  the  group. 
The  Fire  Goddess  Pele,  has  her  realm 
here.  She  rules  the  sleeping  craters  of 
Mauna  Loa  and  Mauna  Kea  and  the 
fire-pit  of  Kilauea,  most  interesting  auid 
harmless  of  volcanoes.  Hawaii  National 
Park  includes  these  peaks  as  well  as 
some  of  their  lava,  bewildering  in  their 
varied  beauty.  And  on  this  island  too, 
are  the  Historic  Kealakekua  Bay;  the 
ancient  City  of  Refuge;  the  black  sands 
of  Punaluu;  lovely  Hamakua,  the  primi¬ 
tive,  unspoiled  beauty  of  the  Kona  Coast ; 
extensive  cattle  ranches,  enormous  agri¬ 
cultural  resources,  and  the  crescent  port 
of  Hilo,  Jet-black  sands!  Originally  in 
the  inferno  of  the  volcano,  now  spread 
placidly  along  the  shore  at  Kalapana, 
washed  by  the  white  surf.  Contrast! 
Spectacle!  Fascinating!  Alluring! — Ha¬ 
waii. 

I  am  back  home,  now,  in  Chicago  with 
its  cacophony  and  familiar  surroundings. 
I  join  in  the  mighty  chorus  of  all  travel¬ 
ers — “I’m  glad  to  be  home." 


7(^iU  Soon, 


if  you  keep  the  “boss”  and  teachers  posted 
on  the  latest  in  the  educational  world! 


One  te  it 

See  that  they  receive  and  read 
SF  free  Service  Bulletins: 


For  Administrators  SCHOOL  BRIEFS 

For  Primary  Teachers  PRIMARY  ACTIVITIES 

For  Middle-Grade  Teachers  MIDDLE-GRADE  ACTIVITIES 
For  the  Junior-High  Staff  JUNIOR  BRIEFS 
For  the  High-School  Staff  HIGH  SCHOOL  HIGHLIGHTS 

SCOTT,  FORESMAN  AND  COMPANY 

Chicago  1 1  Atlanta  3  Dallas  1 


San  Francisco  3 


Pasadena  2 


New  York  10 


When  dealing  tvith  our  advertisers,  please  mention  the  National  Secretary 
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NEWSLETTERS 


D«I«tad  from  bullotins 
ARKANSAS 

The  Christmas  Edition  of  the  Ar> 
kanaas  Educational  Secretary,  arrived 
with  a  colorful  cover  and  greeting  card 
appearance  for  which  editorial  gratitude 
was  given  to  the  West  Side  Jimior  High 
School  for  stencils,  paper,  typing  and 
coloring.  The  first  page  contained  this 
message ; 

“Greetings  to  the  School  Secretaries. 
It  is  a  pleasure  for  me  to  bring  you 
greetings  in  this  first  edition  of  your 
1951-1952  State  Bulletin. 

My  experience  with  school  work 
makes  me  believe  that  the  school  secre¬ 
tary  plays  a  big  part  in  all  successful 
school  systems.  When  the  final  history  of 
the  development  of  our  schools  is  writ¬ 
ten,  a  big  chapter  will  go  to  the  work 
done  by  the  school  secretaries. 

The  school  secretary  probably  has 
more  contacts  with  teachers,  pupils,  and 
patrons  than  any  other  one  person  in 
the  school.  The  way  in  which  she  does 
her  work  will  determine  the  opinion  all 
have  of  the  school.  The  way  in  which 
she  takes  care  of  the  job  assigned  to 
her  will  determine  the  effectiveness  of 
the  results  of  all  of  the  school  work. 
School  work  is  a  team  job  and  the  sec¬ 
retary  is  an  important  member  of  that 
team. 

Congratulations  and  best  wishes, 

Harry  A.  Little, 
Superintendent  of  the 
Little  Rock  Public  Schools.’’ 

Catherine  Yates,  President  of  the  State 
Association,  gave  her  favorite  Christmas 
time  thought  because,  she  believes  that 
if,  through  the  busy  day’s  work,  we  can 
keep  the  thought  expressed  by  the  au¬ 
thor,  life  will  seem  much  easier. 

I  heard  the  bells  on  Christmas  Day, 
Their  old,  familiar  carols  play. 

And  wild  and  sweet  the  words  repeat; 
"Peace  on  Earth,  Good-will  to  men.’’ 

And  in  despair  I  bowed  my  head; 

"There  is  no  peace  on  earth,’’  I  said; 
“For  hate  is  strong  and  mocks  the  song 
Of  Peace  on  Earth,  Good-will  to  men!’’ 

Then  pealed  the  bells  more  loud  and  deep. 
“God  is  not  dead!  Nor  doth  He  sleep! 
Tne  wrong  shall  fail,  and  Right  prevail, 
With  Peace  on  Earth,  Good-will  to  men!’’ 


iMued  by  our  mombor*. 

The  State  Association  now  numbers 
eighteen  members  in  the  National  Asso¬ 
ciation  and  choosing  a  name  for  their 
“cousin”  to  represent  the  state  at  Na¬ 
tional  Conventions  is  a  present  project. 
(The  editors  hope  it  will  be  Joan  of 
Ark.) 

Education  Edits 

Mrs.  Irene  Hart,  First  Vice  President, 
and  Mrs.  Rena  Carmack  journeyed  down 
to  Dallas,  to  attend  the  Secretaries  Insti¬ 
tute  at  Southern  Methodist  University. 

Mrs.  Corinne  Messenger,  National  Vice 
President,  fiew  to  Lansing,  Michigan  to 
attend  the  Institute  at  Michigan  State 
College. 

The  Little  Rock  Association  held  an 
Institute  for  School  Secretaries  in  Little 
Rock,  August  20-24,  1951. 

“Skills  help  one  get  a  job.  Attitudes 
will  help  get  better  jobs.” 


WE  APPRECIATE:  the  fine  evening 
spent  with  the  North  Little  Rock  Secre¬ 
taries  Association  on  October  20,  1951, 
at  the  new  A.E.A.  Building.  A  good  time 
was  had  by  all  present  and  those  who 
were  absent  certainly  missed  a  treat 
when  Mrs.  Peterson  told  about  her  home, 
and  showed  slides  of  the  home  and  the 
surrounding  country. 

The  A.E.A.  Building  is  one  that  the 
educators  of  Arkansas  can  well  be  proud 
of  building. 

Let’*  Get  Acquainted 

One  of  the  penalties  of  not  belonging 
to  a  state  or  a  national  organization  is 
not  being  acquainted  with  important 
people.  Let’s  meet  our  2nd  Vice  Presi¬ 
dent,  Mrs.  Irene  Hart.  She  was  bom  in 
Warsaw,  Illinois,  and  attended  Des 
Moines  University  and  Drake  University 
and  many  secretai^ial  institutes  from 
North  to  South  and  East  to  West.  Those 
who  have  met  her  at  our  State  meetings 
have  found  that  she  was  ever  helpful 
at  the  right  time. 

She  has  a  winning  personality,  is  al¬ 
ways  alert  and  attractive.  She  likes  her 
job  as  a  School  Secretary.  In  her  free 
time  she  cooks,  sews,  and  creates  artis¬ 
tic  wonders.  She  has  two  sons  in  the 
University  and  a  cocker  spaniel  who  is 
Queen  of  the  House. 


Public  Relation* 

by 

Annie  Lanye,  Chairman 

“The  key  to  good  public  relations  is 
the  complete  adoption  of  the  ideal  of 
service.  The  secretary  should  make  the 
visitor  to  the  school  feel  that  the  school 
system  exists  for  the  welfare  of  the 
children  and  the  community  as  a  whole. 
The  good  secretary  meets  the  public 
well,  listens  to  their  requests  courteously 
and  does  all  she  can  to  satisfy  their  re¬ 
quests  promptly  and  fully.  Since  patrons 
seem  to  take  it  for  granted  that  the 
people  in  the  school  oASce  can  answer 
any  type  of  questions  about  the  school 
system  as  a  whole,  the  secretary  who 
promotes  good  public  relations  does  her 
best  to  answer  the  questions  or  to  refer 
the  inquirer  to  the  proper  authority. 

The  efficient  secretary  should  be  able 
to  analyze  the  personality  of  the  pupils 
with  which  she  comes  in  contact  and 
judiciously  assist  each  one  to  make 
harmonious  adjustments  with  the  school 
environment.  It  is  important  that  the 
secretary  exercise  a  cooperative  attitude 
toward  every  staff  member,  have  her  re¬ 
ports  accomplished  with  accuracy  and 
punctuality.  Today’s  achievements  are 
tomorrow’s  heritage.’’ 


Survey  on  Salaries  of  Secretaries 
by 

Mary  Briant,  Chairman  of  Legislation 

“The  school  secretary  is  an  integral 
part  of  any  school  system  and  we  recog¬ 
nize  that  as  her  job  becomes  more  im¬ 
portant,  and  she  more  efficient,  the 
salary  should  increase. 

There  are  several  ways  in  which  the 
standards  may  be  raised.  The  NASS  is 
working  towards  certification  with 
standards  set  by  the  secretaries  to  meet 
the  approval  of  the  State  Departments 
of  Education.  The  standards  should  be 
such  that  the  secretaries  we  now  have 
will  not  be  frightened  away  and  yet 
made  interesting  enough  so  that  they 
will  bring  their  own  standards  to  a  pro¬ 
fessional  level  if  they  have  not  already 
attended  to  that.  High  standards  for 
secretaries  are  a  first  step  toward 
achieving  high  salaries.  We  cannot  ex¬ 
pect  to  jump  our  salaries  to  a  level 
comparable  to  the  teacher’s  salaries 
until  we,  ourselves,  have  shown  that  we 
are  interested  enough  to  raise  our  stand¬ 
ards. 


The  type  of  training  needed  is  differ¬ 
ent  from  teachers  as  now  certified  by 
the  State  Departments  of  Education.  A 
salary  schedule  is  a  “must”  on  any 
school  budget.  ’This  should  be  set  up 
with  a  starting  salary  high  enough  to 
attract  the  type  of  persons  we  need  to 
make  our  system  a  success.  The  maxi¬ 
mum  should  be  high  enough  to  hold  a 
good  secretary  after  we  get  one.  Any 
salary  schedule  should  take  into  account 
qualifications  and  experience.  In  general, 
in  all  fields,  higher  salaries  follow  better 
service.  The  main  reason  we  are  inter¬ 
ested  in  higher  standards  for  secretaries 
is  to  insure  better  service  to  the  school 
and  the  community. 

The  professional  woman  is  motivated 
by  a  desire  to  serve  her  fellowmen.  One 
may  become  an  expert  in  a  chosen  field 
but  never  a  real  success  or  earn  a  pro¬ 
fessional  rating  if  there  is  no  concern 
about  the  feelings  of  others  or  for  the 
well  being  of  the  community.  ’The  per¬ 
son  who  never  does  more  than  he  is  paid 
for  rarely  gets  paid  for  what  he  does.” 


CALIFORNIA 

The  Outlook  is  the  official  voice  of 
The  Administrative  Classified  Service 
Association  of  Los  Angeles  City  School 
Districts.  Bettye  Wells  of  the  In-Service 
Training  Section  is  editor  and  Mary 
Donaldson,  of  the  Physical  Education, 
Health  and  Youth  Service  is  her  assist¬ 
ant.  James  A.  Moody  of  the  Educational 
Housing  Section  is  President  of  the 
Association.  He  is  interested  in  per¬ 
formance  and  made  the  following  report 
in  a  recent  issue  of  The  Outlook. 

Performance  Report* 

I>ecided  progress  has  been  made  in 
revising  the  Performance  Report  plan 
for  classified  employees.  The  Personnel 
Commission  has  distributed  copies  of  the 
proposed  rating  form,  together  with  an 
outline  of  the  objectives  and  history  of 
the  plan,  to  employees  of  the  various 
schools  and  offices  in  a  effort  to  pub¬ 
licize  the  proposed  revisions.  These  sug¬ 
gested  revisions  were  developed  through 
the  joint  endeavor  of  employees,  the  ad¬ 
ministration  and  the  Commission.  Gen¬ 
eral  recommendations  were  developed  by 
a  workshop  and  approved  by  the  Classi¬ 
fied  Employe  Relations  Council.  Tech¬ 
nical  phases  of  the  proposed  rating  plan 
were  developed  by  a  subcommittee  of 
the  Superintendent’s  Committee  and 
were  approved  unanimously  by  the  Divi¬ 
sion  Heads  Council. 
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The  revised  rating  plan  incorporated 
the  following  objectives: 

Performance  ratings  will  be  used  to 
help  create  better  morale  and  rapport 
between  supervisors  and  employees. 

Performance  ratings  will  be  consid¬ 
ered  by  the  oral  interviewing  committee 
in  promotional  examinations. 

Performance  ratings  will  be  made  an¬ 
nually  instead  of  semi-annually. 

Every  employe  will  have  an  oppor¬ 
tunity  to  discuss  his  service  and  the 
basis  for  the  rating  with  his  immediate 
supervisor. 

Employees  will  no  longer  be  labeled 
A,  B,  C,  or  given  a  numerical  mark  to 
describe  their  work  performance.  The 
employee  will  be  given  a  copy  of  his 
rating  after  a  conference  with  his  rating 
supervisor. 

The  Committee  which  developed  the 
revisions  have  based  their  recommenda¬ 
tions  on  extensive  research  and  sound 
practice  in  both  government  and  private 
industry.  They  believe  that  the  recom¬ 
mended  rating  form  and  procedure  con¬ 
tain  the  essentials  for  a  very  successful 
performance  rating  plan. 


“NUMBER  ONE” 

The  September  meeting  held  at  the 
Curriculum  Office  was  attended  by  an 
ambitious  group  eager  to  learn  “How  to 
Make  Number  One  on  Civil  Service 
Examinations.”  Among  the  suggestions 
given  were:  Check  the  examination  an¬ 
nouncement  carefully  for  qualifications, 
duties,  scope  and  weights  of  various 
parts  of  the  examination.  Try  to  match 
qualifications  and  duties  with  your  idea 
of  yourself  and  your  experience  to  dis¬ 
cover  weaknesses. 

Allow  time  enough  to  reach  the  place 
of  examination  calmly.  Too  much  tense- 
niss,  whether  caused  by  rushing  or 
caring  too  much  about  the  outcome, 
will  affect  your  success. 

Check  the  cover  page  of  the  examina¬ 
tion  booklet;  budget  your  time.  Don’t 
spend  too  long  on  difficult  questions;  go 
to  the  end  of  the  booklet  and  if  you 
have  time  left,  then  go  back  to  those 
questions  which  you  found  difficult.  Be 


sure  instructions  are  understood.  “Prac¬ 
tical  portions  are  usually  timed;  under¬ 
stand  the  time  limits  and  judge  your 
rate  of  work.  Organize  the  work  in  your 
mind  before  starting.  The  ‘oral’  is  a 
two-way  proposition;  have  something  to 
sell  to  the  raters.  Learn  something  about 
the  jobs  in  a  preparation  class.  The  best 
preparation  for  a  better  assignment  is 
to  do  the  best  possible  job  in  your  pres¬ 
ent  classification.  Flaters  expect  the 
same  quality  of  work  and  enthusiasm  on 
promotion  as  on  the  present  job. 

“After  the  list  is  established,  your 
exam  papers  may  be  reviewed.  Our  sys¬ 
tem  of  review  enables  you  to  learn  where 
improvement  is  needed,  so  that  you  can 
do  better  next  time  by  being  better 
prepared.” 


Copied  from  the  Saturday  Evening  Post. 

THE  VERY  IDEA 

"Nothing  makes  me  so  mad. 

So  boiling  hot. 

As  to  have  someone  insist 
That  I  did  not 
Deliver  a  telephone  message 
Or  otherwise  tell 
Some  equally  remarkable  item. 

When  I  know  just  as  well 
And  just  as  certain  and  utter 
As  I  know  green  is  green 
Or  pink  is  pink. 

That  I  most  emphatically,  for  a 
Positive  fact,  absolutely 
Did!  ...  I  think. 

Lydell  Stearns 

The  editors  have  so  much  good  ma¬ 
terial  that  the  urge  to  copy  pages  and 
pages  makes  the  choice  very  difficult. 
However,  we  started  out  to  give  you 
samples,  and  that  is  the  best  we  can  do. 
While  we  are  on  California,  we  must 
mention  8CRIBA,  a  monthly  letter  from 
the  Pasadena  Association  of  School  Sec¬ 
retaries.  The  art  work  is  outstanding 
and  each  month  has  a  cover  design 
suited  to  the  calendar.  ’The  membership 
list  of  the  Pasadena  group  is  one  of  the 
longest  and  most  active  in  any  state. 
Their  gossip  column  is  headed  “Susie 
Snooper  Says — ”  and  is  always  sparkling 
with  local  news.  Their  make-up  and 
articles  are  of  the  best  type  and  show 
professional  experience. 
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COLORADO 

Pike’s  Peak  Peggy,  complete  with 
fancy  boots,  ten  gallon  hat  and  a  lariat 
is  in  competition  with  Tesa  Texas,  in 
matters  of  dress.  Opening  the  Colorado 
newsletter  and  meeting  her  in  full  page 
action  was  certainly  impressive. 

As  space  gets  tighter  in  these  columns 
we  must  tell  you  about  their  map  which 
was  on  display  at  the  fall  meeting.  This 
map  was  a  picture  of  the  state  of  Colo¬ 
rado  showing  membership  distribution, 
by  means  of  pins  in  the  names  of  cities 
that  sent  delegates  to  Denver.  Martha 
Rahe,  President  of  the  State  Association 
says:  “If  you  are  a  pin-up  secretary,  you 
have  evidenced  your  belief  and  support 
in  the  aims  and  program  of  our  state 
association.  You  are  anxious  to  have  a 
part  in  our  efforts  to  gain  professional 
recognition.” 

(Your  editor  was  delighted  to  see  Lit¬ 
tleton  as  one  of  the  towns  represented 
on  the  map.) 

CONNECTICUT 

The  Connecticut  Educational  Secretary 
is  the  official  publication  of  one  of  the 
youngest  associations  in  our  national 
organization.  Helen  Woodford,  as  presi¬ 
dent,  dedicated  last  December’s  issue  to 
Wider  Horizons,  the  theme  for  this 
school  year.  In  her  message  to  the  asso¬ 
ciation  she  said,  “Dear  Fellow  Workers: 
We  are  now  starting  our  second  year 
as  an  organized  unit  of  the  educational 
team.  In  the  short  span  of  our  existence 
we  have  glimpsed  ‘wider  horizons’  and 
have  made  a  niche  for  ourselves  in  our 
chosen  field.  True,  our  niche  is  at  the 
foot  of  the  ladder  and  the  footing  is 
precarious  but  given  time,  persistence 
and  interest,  our  footing  will  become 
more  and  more  secure  until  we  finally 
reach  our  goal. 

To  accomplish  this  climb  we  need  the 
inspiration  to  be  gained  from  working 
together,  the  realization  of  the  dignity 
of  our  work,  the  conscious  effort  to 
always  do  our  best,  the  ambition  to  meet 
the  challenge  of  professionalization  by 
preparing  for  it  now. 

By  the  end  of  this  year  we  hope  that 
each  of  you  will  find  the  interest  and 
incentive  to  join  your  coworkers  in  the 
C.A.E.S.  for  good  fellowship  and  to  help 


yourself  by  discovering  how  other  school 
systems  handle  YOUR  problems.” 

The  December  issue  carried  an  address 
by  Professor  S.  Elizabeth  Campbell  en¬ 
titled  “Widening  Our  Horizons”  which 
we  wish  could  be  reprinted  here  in  toto. 
She  was  speaking  at  the  second  annual 
luncheon  of  the  state  association  in  the 
ballroom  of  the  Hotel  Taft  in  New 
Haven,  when  she  said,  “The  author  of 
the  Book  of  Proverbs  certainly  had  a 
wealth  of  inspiration  when  he  wrote, 
'Where  there  is  no  vision,  the  people 
perish’.”  Another  of  her  pertinent  com¬ 
ments  was,  “To  see  beyond  the  horizon 
with  clear  vision,  to  ever  widen  this 
horizon,  we  have  to  do  one  thing,  have 
an  objective.  The  objective,  whatever  it 
is,  must  stimulate  a  realistic  point  of 
view.  You  must  live  it  and  make  it  part 
of  you.” 

Also,  in  the  December  issue  we  read 
that  twenty-one  members  of  the  Con¬ 
necticut  Association  attended  Boston 
University  in  August  1951.  You  know  of 
course,  that  Barbara  Jeffers,  third  vice- 
president  of  the  N.A.S.S.  comes  from 
Connecticut  and  is  an  enthusiastic  pro¬ 
moter  of  higher  standards  and  better 
benefits. 


DELAWARE 

The  Delaware  Association  promoted  a 
splended  workshop  last  summer  in  co¬ 
operation  with  the  University  of  Dela¬ 
ware  staff,  and  the  results  have  been 
far-reaching.  Edna  H.  Vansant  as  presi¬ 
dent  and  Mildred  C.  Carpenter  as  secre¬ 
tary  of  the  State  Association  also  edited 
the  report  which  is  an  excellent  volume. 
Eunice  Bounds,  who  is  well  known  to 
the  N.A.S.S.  membership  was  one  of  the 
workshop  committee,  with  Nell  R.  Barr, 
as  chairman.  In  their  report  on  “Modem 
Trends  in  Business”  they  state  that, 
“Education  is  big  business.”  They  ask 
the  question,  “What  is  education?”  and 
have  a  great  deal  to  say  in  answer.  The 
pages  devoted  to  “The  School  Secretary 
and  Her  Speech”  would  fit  right  in  with 
what  Professor  Given  has  stated  in  his 
article. 

Another  major  problem  with  which 
they  dealt  at  this  institute  was  Adjust¬ 
ment.  The  report  gives  very  interesting 
material  on  behavior,  health,  environ¬ 
ment  and  attitudes.  ’These  lectures  make 
good  source  material  for  individual 
study — even  at  home. 
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INDIANA 


Mamie  Messmer  edits  the  Indiana 
Newsletter.  Their  state  association  is 
affiliated  with  the  National  and  Melba 
Demaree  is  well  known  to  all  of  us. 
Mamie  and  Melba  with  Alma  Gripe  and 
Louise  Hood  attended  the  workshop  at 
Berkeley,  California  last  summer. 

At  their  big  state  meeting  in  Indianap¬ 
olis  the  Indiana  girls  received  inspira¬ 
tion  from  Mr.  Glenn  Overman  who  spoke 
to  them  on  the  subject,  “Secretary — By 
Profession”.  For  all  who  look  forward 
to  professional  recognition,  this  subject 
is  one  to  rate  more  attention. 

For  a  lighter  mood,  but  still  very  im¬ 
portant  material  for  any  alert  woman, 
Mrs.  J.  C.  Hirschman  presented  a  very 
delightful  discourse  entitled,  “Talking 
Through  My  Hats”.  Sounds  as  if  she 
might  be  kin  to  Hedda  Hopper. 

Mr.  Jensen  of  the  State  Board  of  Ac¬ 
counts  added  some  practical  information 
so  that  the  girls  could  go  home  with 
some  clarified  ideas  on  the  business 
phase  of  their  chores.  . 

IOWA 

The  president  of  the  Iowa  association 
is  Prudence  A.  Nicholas,  than  which 
there  ain’t  a  more  efficient  secretary! 
Her  knowhow  has  done  a  lot  for  many 
of  us.  Last  fall  she  was  very  un¬ 
comfortable  because  instead  of  being 
one  of  those  softies  with  "no  backbone”, 
she  insisted  that  she  felt  as  if  she  was 
all  backbone — and  that  100%  of  that 
structure  hurt.  We  all  hope  that  phase 
is  over  and  that  Prudence  is  ready  for 
Spring  activities  as  usual,  with  more 
zest  than  ever. 

Just  to  be  different,  the  theme  of 
their  annual  meeting  was,  not  the  in¬ 
telligent  quotient,  but,  "How  is  Your 
Secretarial  Quotient?”  They  divided  the 
question  into  three  parts;  Your  Know¬ 
how  Quotient,  Your  Speech  Quotient  and 
Your  Appearance  Quotient.  Mr.  George 
Harper,  personnel  director  of  the  Bank¬ 
er’s  Life  Company  gave  evaluation 
material  and  criteria  to  develop  the 
"know-how”  rating.  Quanita  "Taylor 
Shaw,  associate  professor  of  speech  and 
dramatics  at  Drake  University,  con¬ 
tributed  the  ideas  for  better  speech. 

Ideas  for  better  personal  appearance 
were  manifold  and  included  a  demon¬ 
stration  in  make-up,  hair  dressing,  and 
a  show  of  millinery  from  the  French 
Room  at  Younkers  store.  An  interesting 
and  lovely  lady  named  Kay  Whitmore 


had  charge  of  this  part  of  the  program, 
and  who  could  be  better  able  than  the 
buyer  from  the  French  Room? 

Prudence  said  in  her  announcement  of 
the  program,  "We  thought  this  practical 
demonstration  would  be  fun  as  well  as 
inspiring  and  educational.  At  first,  they 
asked  us  to  choose  one  of  our  group 
for  the  model  but  we  settled  for  a  pro¬ 
fessional  who  would  not  be  embarrassed 
or  inconvenienced.” 


Prudence  A.  Nicholas, 

Secretary  to  the  Superintendent,  629 
Third  Street,  Des  Moines, 

Iowa . President 

Laura  Sayre, 

Secretary  to  the  Business  Manager 
Office  of  the  Superintendent 
Ames  High  School,  Ames, 

Iowa . Vice-President 

Ida  Blanche  McCarroll, 

Secretary  Ottumwa  High  School 

Ottumwa,  Iowa . Secretary 

Vivian  Pines, 

Secretary  to  Principal, 

East  Junior  High 

Waterloo,  Iowa . Treasurer 


KANSAS 

Katie  Kansas  celebrated  her  first 
birthday  in  Topeka.  The  Board  of  Edu¬ 
cation  acted  as  official  host,  at  least  by 
extending  the  use  of  the  board  rooms 
for  the  gathering  of  the  secretaries.  The 
newsletter  came  out  in  luscious  pink  and 
a  big  cake  on  the  cover  proudly  bore 
one  candle. 

The  treasurer  of  the  state  association 
is  Mary  Lou  Best  of  the  Columbus  City 
Schools,  Columbus,  Kansas,  and  she  and 
Vesta  White  of  Lawrence,  Kansas, 
organized  the  publicity  for  their  big 
meeting. 


Following  their  luncheon  the  secre¬ 
taries  were  addressed  by  Roy  W. 
Meadows,  Special  Agent,  Federal  Bureau 
of  Investigation  who  told  them  about 
the  F.B.I.  Says  Prudence,  "In  these 
precarious  times  when  our  very  security 
is  at  stake  and  the  world  is  in  such 
a  chaotic  condition,  it  might  be  well  for 
us  to  know  more  about  this  branch  of 
the  government.  We  had  to  clear 
through  the  United  States  Department 
of  Justice,  located  in  Omaha,  before  we 
got  the  green  light  for  this  speaker.” 
The  present  officers  include: 


Two  highlights  of  the  program  were 
Miss  Martha  Peterson,  Assistant  Dean 
of  Women  at  the  University  of  Kansas, 
who  spoke  on  “Characteristics  of  a 
School  Secretary”,  and  the  following 
"buzz”  session  under  the  heading, 
“These  Are  Our  Problems”. 

Activities  of  this  calibre  with  subject 
matter  to  stimulate  thoughtfulness  about 
our  work  and  services  are  the  proper 
medium  for  advancement  and  coopera¬ 
tive  understanding. 


MINNESOTA 

The  official  publication  of  this  state  is 
called  Minnesota  Cha’ter,  an  excellent 
newsletter,  well  edited  and  illustrated,  it 
has  been  the  inspiration  for  some  of  the 
nationally  adopted  ideas.  Martha  Luck, 
who  produced  the  Nancy  National 
Brochure  gives  credit  to  the  Minnesota 
girls  for  the  picture  of  Nancy  walking 
across  the  front  page  leaving  tracks 
which  inspired  the  slogan  “Take  Steps 
with  Nancy”. 

The  editors  said,  “It  is  with  pride  that 
the  Minnesota  Chapter  claims  birth  of 
ideas  which  can  serve  the  National  As¬ 
sociation.  Here  is  evidence  how  we,  in 
many  different  ways,  can  participate  in 
professional  activities,  no  matter  how 
small  or  how  indirectly.”  (This  is  true 
of  all  of  the  affiliated  groups.  Blending 
their  ideas  and  mixing  well  with  the 
different  impulses  from  other  localities 
has  erased  the  notion  of  segregated  ac¬ 
tivities  and  made  us  all  one  big,  active 
association. ) 

Our  president,  Edna  Atkinson,  has 
travelled  all  over  the  land  in  the  past 
four  years,  meeting  and  assisting  many 
local  organizations.  She  is  always  ap¬ 
preciated  and  always  complimented  but 
few  have  been  so  expressive  in  print 
as  Minnesota.  The  subject  of  her  main 
address  was  “The  Three  E’s”  when  she 
appeared  at  the  banquet  after  their  fall 
conference.  The  title  referred  to  Edu¬ 
cation,  Experience,  and  Expansion.  Edna 
said,  “Education  can  count  for  just  as 
much  as  you  are  willing  to  make  it 
count.”  She  went  on  to  enumerate  and 
define  the  schools  public  in  ten  groups 
which  constitute  toorfc  experience.  She 
also  pointed  out  the  importance  of 
mathematical  training  and  writing  ex¬ 
perience. 

On  the  last  E  she  gave  these  thoughts, 
“Expansion  is  the  willingness  to  want 
to  continue  living  and  learning.  Sir 
Isaac  Newton  had  a  formula  for  over¬ 


coming  intellectual  inertia :  1 )  a  body  at 
rest  tends  to  stay  at  rest;  2)  a  moving 
body  tends  to  keep  its  direction;  and  3) 
a  body  in  motion  stays  in  motion.” 

The  association  felt  that  Edna  Atkin¬ 
son  had  provided  all  of  the  encourage¬ 
ment  needed  to  enter  into  plans  for  an 
Institute  for  Educational  Secretaries. 
But  they  were  even  more  enthusiastic 
after  hearing  Mr.  Morris  Bye,  Superin¬ 
tendent  of  Anoka  Schools  and  president 
of  the  Minnesota  Educational  Associa¬ 
tion.  He  heartily  approved  profes¬ 
sionalization  through  in-service  training 
and  commended  the  state  group  on  the 
plans  for  forthcoming  workshops. 

After  all  of  the  foregoing  applause 
they  received  even  more  when  Miss 
Bernice  D.  Gestie,  editor  of  The  Minne¬ 
sota  Journal  of  Education,  wrote:  “Con¬ 
gratulations  on  your  plans  for  a 
workshop  for  educational  secretaries  at 
the  Continuation  Center  next  summer. 
It  seems  to  me  this  is  a  wonderful  step 
for  you  to  take.  If  you  find  the  work¬ 
shop  as  helpful  as  those  of  the  rest 
of  us  in  other  fields  of  education  have 
found  ours,  I  am  sure  that  you  will 
be  glad  you  started  it.  We  will  be 
happy  to  list  your  workshop  in  an¬ 
nouncements  for  Minnesota  Meetings 
later  in  the  year  and  in  the  lists  of 
monthly  activities  in  which  you  schedule 
your  current  projects.  Best  wishes  to 
all  of  you.” 

The  officers  of  this  able  and  efficient 
association  are: 

President,  Grace  Stephenson,  Forest 
Lake  High  School,  Forest  Lake,  Minn. 
Vice  President,  Evelyn  D.  Johnson, 
Central  High  School,  Minneapolis.  Re¬ 
cording  Secretary,  Eudora  Sweney, 
County  Office,  Court  House,  St.  Paul. 
Corresponding  Secretary,  Norma  Groth, 
School  of  Dentistry,  University  of 
Minnesota.  Treasurer,  Mrs.  Kathryn 
Basinger,  Owatonna  High  School  Owa- 
tonna.  Parliamentarian,  Clara  Siem, 
Rochester  Junior  College,  Rochester, 
Minnesota. 

The  committeeships  are  numerous, 
well  organized  and  cover  the  entire  state. 

Our  Rosalie  Kollarich  was  first  presi¬ 
dent  and  organizer  of  this  chapter,  and 
has  been  honored  for  her  part  in  the 
overwhelming  success  of  such  a  thriving 
organization.  (Rosalie,  please  take  a 
bow.)  She  is  still  very  much  involved 
in  Standards  and  Certification  Pro¬ 
cedures  and  visited  the  Wisconsin  As¬ 
sociation  last  fall  when  they  met  in 
Milwaukee. 
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ANNUAL  MEETING 


\  iA'  ^ 


Thomei  "The  Educational  Sooretary  -  Professionaliiatlon" 
t  March  14 

IlOO  -  2i30  -  Regiatratlon  -  Lobby  -  Carolina  Inn 

StOO  •  StOO  >  Flrat  General  Seaaion  -  Gerrard  Hall 

Speaker  -  Dr,  I,  G,  Greer,  BxooutiTe  Sooretary 
The  Bualnoss  Foundotlon,  UNC 

Business  Session 

61SO  - - Banquet  (infonnal)  -  Ball  Room  >  Carolina  Inn 


Speaker  -  Dr,  R,  B,  Rbuso,  Chaneollcr  and 
Vioe-Presldont,  DNC 

-Visit  to  Planetarium  and  Toxa*  of  Building 


lOiOO  -  7  -  -  -Infonnal  "Get  Acquainted"  Session 


Saturday,  March  16 • 


9i00  -  12t00  -  Second  General  Session 


Speaker  —  Jfr,  A,  B,  Gibson,  President, 

North  Carolina  Education  Association 

Business  Session 

Installation  of  Officers 

Adjoxirnmont 

North  Carolina  Association  of  Educational  Secretaries. 
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When  You  Consider 
that 

HOLDEN  BOOK  COVERS 

Prolong  the  Life  of  the  Books  up  to  three  years-you 
will  realize  that  they  are  a  Necessity -if  you  are  to  get 
the  Maximum  Service  from  your  Textbooks. 

Be  Thrifty^Buy  Holden 

HOLDEN  PATENT  BOOK  COVER  COMPANY 

SPRINGFIELD,  MASSACHUSETTS 


NORTH  CAROUNA  ASSOCIATION 

OF  EDUCATIONAL  SECRETARIES 
ANNOUNCES: 

The  dates  for  our  Annual  State  Meet¬ 
ing  are  March  14-15,  1952  at  the  Caro¬ 
lina  Inn,  Chapel  Hill,  N.  C.  Please  mark 
the  dates  on  your  calendar  and  plan  now 
to  be  present!  You  are  not  only  invited 
— you  are  urged  to  attend  this  our  first 
annual  meeting  of  the  Educational  Sec¬ 
retaries  of  North  Carolina. 

A  very  worthwhile  program  has  been 
planned.  Business  items  of  great  im¬ 
portance  will  be  voted  on — such  as  the 
adoption  of  a  constitution,  election  of 
ofllcers,  and  recognition  by  the  NCEA 
as  a  department.  Too,  there  will  be  time 
to  attend  the  show  at  the  planetarium 
on  Friday  night.  An  outline  of  the  pro¬ 
gram  is  enclosed. 

If  you  are  not  a  member  of  our  As¬ 
sociation  and  care  to  join,  we  shall  be 
very  happy  to  have  you  fill  out  the  en¬ 
closed  membership  blank  at  an  early 
date.  You  will  notice  that  our  member¬ 
ship  has  reached  the  100  mark.  We  feel 
sure  there  are  others  who  are  interested 
but  have  neglected  sending  in  their 
memberships. 

It  is  imperative  that  we  know  how 
many  will  attend  this  meeting — so  won’t 
you  please  send  in  the  enclosed  reserva¬ 
tion  blank  at  once. 

The  North  Carolina  Newsletter,  edited 
by  Pauline  T.  Helms,  President  of  the 


State  Association,  gives  out  with  plans 
for  their  state  meeting  at  Chapel  Hill 
on  March  14  and  15  at  the  Carolina  Inn. 
'Their  National  cousin  is  appropriately 
named  “Caroline”  and  she  is  a  very  busy 
and  enthusiastic  cousin  who  has  been 
invited  to  submit  an  application  for 
membership  in  the  North  Carolina  Edu¬ 
cation  Ass’n.  We  note  with  appreciation 
these  comments,  “Most  of  you  have  been 
concerned  about  the  allotment  for  cler¬ 
ical  assistants  for  1951-1952.  Some  of 
our  superintendents  have  written  to 
members  of  the  State  Board  of  Educa¬ 
tion  about  the  matter  and  we  feel  that 
if  enough  good  work  is  evidenced,  some¬ 
thing  will  be  done  by  another  year.  All 
of  us  are  rocking  the  same  boat^ — more 
work  than  we  can  do.  While  we  do  not 
desire  any  strife,  we  do  wish  to  let 
Raleigh  know  that  we  were  very  dis¬ 
appointed  to  be  left  out  entirely.  Let  us 
prove  ourselves  worthy  and  put  forth 
every  effort  to  ‘elevate  our  standards 
and  through  organization  pool  our  ideas 
and  ideals  toward  a  finer  and  more  ef¬ 
ficient  service  to  our  schools  and  our 
communities.’  The  strength  of  a  pro¬ 
fession  rests  in  the  cooperation  of  its 
members.” 

Ruth  Kiger,  Vice  President  in  charge 
of  membership,  illustrated  her  plea  for 
immediate  action  with  a  drawing  of  a 
comer  mailbox  showing  a  hand  posting 
a  letter  which  we  feel  sure  is  an  appli¬ 
cation  for  membership. 
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10:00  a.m. 


HATIOIAL  ASSOCIATIOH  OF  SCHOOL  SBCRrXAKCES 
19^2  Regloaal  Ccafareaea  Prograaa 

FORn<AHD,  OKECOH  -  March  Ih,  1^,  l6,  19^2  Chalman:  Charlotte  Parr,  Secretary  to 

Hotel  Multaoaah,  3I9  S.  V.  Pine  Street  the  Superintendent,  Eugene,  Oregon 

Friday,  March  Ih,  8:1^  p.a.  -  Open  Houae,  Headquarter 'a  Suita 
Saturday,  March  1^,  8:4^  a.n.  -  Begletratlon 

-  FIRSr  OHIERAl  SiSSIOH 

Welccne:  Sr.  George  W.  Ebay,  Aaalatant  Superintendent, 
Portlazid  Public  Schoola 

Graatlnga:  Mra.  Grace  Fullerton,  Prealdent,  Portland 

Hlnaantary  Aaaoclatlcn  of  School  Secretaries 
Address :  "Training  for  Professional  Serrlce" 

Edna  Steen  McCall,  President,  Portland 
Secretarial  School 
.  SECORS  OIXERAL  S£SSa[0> 

Forua  Discussion:  "Professional  Serrlce" 

Margaret  Uhltaora,  Portland,  Oregon 
l^^rat  Langan,  Corrallla,  Oregon 
Kdythe  Volfa,  Eugene,  Oregon 
Martha  S.  Lu^,  Chicago,  Illinois  -  Chalman 
.  AIX  CUHFUOCE  SmEH  (Infomal) 

Address :  Dr.  Victor  P.  Morris,  Sean,  School  of  Bualnass 
Administration,  Ctalrerslty  of  Oregon 
-  ORBCOH  CHARTER  POW-WOtf  BREAI^Aar  (All  registrants  Inrlted) 
Address:  "Heap  Much  Opportunity"  •  Cecil  Posey,  Executlre 
Secretary, . Oregon  Education  Association 


Sunday,  March  16,  9:30 


Co-Chairmen:  Alberta  Sonafaue,  Fhlmouth, 
Massachusetts 

Ihnm  0.  Caatner,  Recording  Secretary, 
Rational  Association  of  School  Secre¬ 
taries,  Washington,  Rev  Jersey 


fC>^ 


BOSTOR,  MASSACHJSETTS  -  April  h,  6,  X9?2 
Statler  Hotel,  Arlington  Street  at  Park  Square 

Friday,  April  k,  8:30  p.a.  -  Open  Bouse 

Saturday,  April  9:30  a.m.  -  Registration 

10:30  a.n.  -  FTRST  OHIERAL  SESSIOH 

Welcome:  Dr.  Dennis  C.  Haley,  Superintendent  of  Schoola, 
Boston,  Massachusetts 

Greetings :  Alberta  Donahue,  President,  Massachusetts 
Association  of  School  Secretaries 
Address:  Rational  Education  Association  represantatlTS 

2:1?  p.m.  -  SECORD  GQIERAL  SESSIOR 

Forua  Discussion:  "Prafeeslonal  Serrlce" 

Barbara  Jeffers,  Hartford,  Coraectlcut 
lydla  Bernhardt,  Point  Pleasant  Beach,  Rev  Jersey 
Onah  Sblpe,  Bath,  Maine 

Jeanette  Fortier,  Manchester,  Rev  Hmpahlre 
Lois  LllUe,  Csadm,  Delaware  -  Chairman 
6:1^  p.a.  -  AIL  CORFEHERCE  DIRREH  (Informal) 

Address :  Prof.  S.  Elltsheth  Caagbell,  Rhode  Island  College 
of  Education,  Prorldenoe,  Rhode  Island 


Sunday,  April  6,  10:30  a.m.  -  TOUR  OF  BOSTOR  ARD  CAMBKnxiE 
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OREGON 


The  Eugene  Association  of  Educa¬ 
tional  Secretaries  named  their  newsletter 
Northwestward  March  and  pictured 
Nancy  as  a  drum  majorette,  really  strut¬ 
ting.  The  title  rests  on  a  bar  of  music 
and  underneath  we  read,  “Original  Score 
by  the  National  Association  Publicity 
Committee,  this  arrangement  by  Char¬ 
lotte  Parr,  Executive  Board  Member.” 
The  immediate  march  indicated  the  con¬ 
vention  in  Portland  for  March  14,  15  and 
16  but  march  is  their  slogan  for  in¬ 
creased  activity  and  has  no  confinement 
to  one  month  of  the  year. 

Their  regional  meeting  is  to  be  termed 
a  POW-WOW  with  many  big  chiefs  to 
participate.  The  pages  devoted  to  the 
program  are  illustrated  with  Indian  de¬ 
signs  and  these  comments  carry  out  the 
idea:  “Plan  to  be  on  hand  for  the  tribal 
ceremonies  and  breakfast  at  the  Mult- 
namah  Hotel,  and  hear  the  Big  Chief  of 
the  Oregon  Education  Association  speak 
on  ‘Heap  Much  Opportunity’.  Let's  pre¬ 
sent  a  section  large  enough  to  reflect 
the  Great  Spirit  of  The  Far  West.  Edna 
Atkinson,  our  National  Band  Leader, 
will  be  on  hand  and  you  won’t  want  to 
miss  the  opportunity  to  share  the  pipe 
of  peace  with  her.” 

We  wish  to  compliment  the  officers 
who  do  this  work  and  encourage  them 
to  keep  going  and  put  everything  into 
their  projects.  The  results  may  not  be 
immediately  evident,  but  the  “snow  ball 
grows  as  it  rolls.” 

We  started  out  alphabetically  and  soon 
saw  that  there  were  not  enough  pages 
for  this  undertaking.  We  hope  that  you 
have  been  stimulated  to  take  more  in¬ 
terest  in  such  matters  and  do  not  take 
the  attitude  published  on  page  6  of  the 
February  bulletin  from  Colorado  which 
reads : 

“Getting  out  a  paper  is  fun,  but  it  is 
no  picnic. 

If  we  print  jokes,  people  say  we  are 
silly. 

If  we  don’t,  they  say  we  are  too  serious. 
If  we  clip  from  other  papers,  we’re  too 
lazy  to  write. 

If  we  don’t  we’re  too  fond  of  our  own 
stuff. 

If  we  don’t  print  contributions,  we  don’t 
appreciate  true  genius. 

Now  like  as  not,  someone  will  say  we 
swiped  this  from  some  other  paper. 
We  Did! — but  we’re  not  saying  where 
from.” 


TEXAS  MARCHING  FORWARD 

The  Texas  Educational  Secretaries  As¬ 
sociation  is  happily  planning  for  their 
second  annual  Convention  in  Dallas  on 
March  1.  Highlight  of  the  meeting  is  to 
be  the  address  by  Edna  Atkinson,  Na¬ 
tional  President.  The  Texas  secretaries 
look  forward  to  her  visit  as  the  best 
thing  that  could  possibly  happen  to  their 
young  organization  (one  year  old). 

Alta  Francis,  State  President,  and 
Fannie  Billings,  Convention  chairman, 
have  been  staying  up  late  making  plans 
for  a  meeting  which  they  hope  will  be 
long  remembered  by  all  who  attend. 
There  is  nothing  so  stimulating  as  a  con¬ 
ference  with  new  ideas  and  plans  for 
the  future,  mixed  well  with  friendly 
greetings  and  a  survey  of  progress  al¬ 
ready  made.  Luncheon  and  dinner  will 
be  included  in  the  day’s  activities  with 
appropriate  programs  for  both. 

Virginia  Gines  of  San  Antonio  will 
present  “Tesa  Texas”  in  the  person  of 
a  fifteen  inch  doll  fashioned  after  Vir¬ 
ginia’s  own  lovely  daughter  as  she  ap¬ 
peared  in  a  fashion  parade  in  San  An¬ 
tonio  not  too  long  ago. 

If  “you-all”  don’t  think  Dallas  is  too 
far  away,  join  us  on  March  1  and  learn 
about  southern  hospitality  first  hand. 
You  will  be  most  welcome.  Communicate 
with  Mrs.  Alma  Loveless  Brewer,  3728 
Binkley,  Dallas,  Texas,  for  registration 
information. 


What  do  you  know  about .  .  . 

THE  NESBITT  SYNCRETIZER 


Some  day  you  may  be  asked  that  iiues- 
tlon.  You  may  h.tve  heard  that  It  is  the  unit 
ventilator  that  sets  a  new  standard  of  class¬ 
room  comfort.  But,  can  you  tell  why?  .  .  . 
how?  .  .  .  with  what  exclusive  advantages? 

Do  you  know  Nesbitt’s  great  contribution  to 
schoolroom  health  and  comfort?  Learn  all 
about  "Syncreiij:cd  Air” — It’s  un  Interesting 
facet  of  Americ.in  etlucation.  Send  for 
Publication  261  (free,  of  course). 

"■“^'’’'JOHNJ.NESBiaint. 

State  Rd.  A.  Rhawn  St..  Philadelphia  36.  Pa. 


Bettye  R.  Wells 


What  fun  it  is  to  receive  the  clever, 
newsy,  informational  and  instructive  bul¬ 
letins  issued  by  state  and  local  associa¬ 
tions  from  all  four  comers  of  the 
country!  And  how  difficult  to  determine 
which,  of  all  the  good  things  reported, 
should  be  included  in  the  “Listening 
In”  column.  It  would  be  wonderful  if 
every  member  could  read  every  associa¬ 
tion’s  publications;  the  fine  reports  of 
workshops — both  the  classes  and  extra¬ 
curricular  activities;  the  convention  and 
conference  reports;  the  news  items  about 
co-workers;  the  efforts  toward  improv¬ 
ing  working  conditions  and  salaries; 
and  the  unique  ideas  for  stimulating 
participation  in  organization  projects. 

Our  goal  for  this  year  is  to  have  at 
least  one  item  from  every  State  included 
in  this  section  of  “The  National  Secre¬ 
tary.”  With  only  one  more  issue,  there 
are  twenty-four  states  which  have  not 
been  included.  This  is  an  urgent  plea 
for  members  in  those  states  to  send  in¬ 
formation  about  their  activities  and 
plans.  We  know  you  are  on  the  map; 
why  not  be  in  the  column?  Please  send 
news  to  Bettye  R.  Wells,  In-Service 
Training  Section,  Board  of  Education, 
451  North  Hill  Street,  Los  Angeles  12. 

CALIFORNIA 

Pasadena 

“Scriba”  is  a  very  attractive  publica¬ 
tion  reporting  the  activities  of  the  Pasa¬ 
dena  Association  of  School  Secretaries. 
Edited  by  Ruth  Baird,  “Scriba”  has 
regular  sections  devoted  to  current  hap¬ 
penings,  activities  of  members,  inspira¬ 
tional  messages,  and  “Shortcuts  to  Suc¬ 
cess”  (a  column  of  helpful  ideas  for 
doing  better  work  in  less  time). 

The  Pasadena  Association  has  adopted 
a  pin  which  may  be  worn  by  all  mem¬ 
bers.  'The  initials  P.A.S.S.  are  inscribed 
in  10-karat  gold  on  a  black  enamel 
shield.  A  gold  quill  and  lamp  of  knowl¬ 
edge  provide  an  interesting  background. 

The  Association  is  represented  on  the 
Pasadena  Council  of  Women’s  Clubs;  the 
objectives  of  the  Council  are  to  incor¬ 
porate  and  assist  in  any  civic  need  or 
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in  any  project  approved  by  the  Council, 
and  to  serve  as  a  clearing  house  for 
information  and  reports  of  activities  of 
member  organizations.  Through  mem¬ 
bership  in  the  Council,  the  P.A.S.S.  is 
identified  with  other  leading  organiza¬ 
tions  of  the  city  and  notices  of  its  meet¬ 
ings  are  included  in  regular  newspaper 
announcements. 

Officers  of  the  Pasadena  Association 
of  School  Secretaries  are  LaVeme  Willis, 
President;  Joan  Cyr,  Vice-President;  Lil¬ 
lian  Nishi,  Secretary;  and  Lillian  Ba¬ 
bayan,  Treasurer. 

The  following  article  appeared  in  the 
“Where  We  Work”  column  of  “Scriba”; 
“La  Canada  Junior  High  School  is  built 
on  an  old  Spanish  land  grant,  and  so  in 
a  way  It  seems  to  us  like  an  island 
within  itself.  From  our  offices  we  can 
look  up  to  the  restful  mountains  (on  a 
smogless  day  of  course),  and  they  ac¬ 
tually  seem  as  near  as  Christmas.  On 
another  side  there  is  the  lovely  Ca¬ 
mellia  Garden  and  soon  roses  will  be 
planted  there.  From  still  another  view 
we  can  see  the  green  and  artistically 
designed  leaves  of  the  numerous  grape 
vineyards,  and  if  we  look  close  enough 
(that  is,  within  buck  shot),  we  can  see, 
but  mustn’t  touch,  the  dust-covered,  deep 
purple,  almost  iridescent,  large,  and  ex¬ 
ceptionally  juicy  grapes.  Many  times 
after  lunch  Scotty  and  I  go  for  a  short 
ride  before  returning  to  our  work.  We 
saunter  into  the  nearby  hills  where  there 
are  many,  many  tall  pine  trees  that 
would  make  Deodar  Lane  look  lonesome. 
We  follow  the  winding  roads  and  ride 
amongst  the  pines  and  colorful  shrub¬ 
bery — and  feel  almost  in  another  part  of 
the  world.  This  is  really  quite  the  lo¬ 
cation  for  a  school.  No  wonder  the 
Indians  like  it  here.  I’m  surprised  they 
left  without  claiming  this  spot  as  one 
of  their  happy  hunting  grounds.  Bring 
your  compass  and  visit  us  sometime — 
we  are  sure  you’ll  agree  that  we  are 
about  as  close  to  nature  and  Heaven 
as  we’ll  ever  be.”  ’This  delightful  bit 
was  contributed  by  Helen  Willard 
(Speedy)  and  Eva  Skutley  (Scotty)  of 
La  Canada  Junior  High  School. 
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CONNECTICUT 

The  second  annual  luncheon  and  con¬ 
ference  of  the  Connecticut  Association 
of  Educational  Secretaries  was  held  in 
New  Haven  on  October  26.  Helen  Wood¬ 
ford,  president,  announced  the  theme  for 
the  year,  “Wider  Horizons."  Greetings 
were  extended  by  Mr.  Justin  O’Brien, 
Superintendent  of  the  New  Haven  School 
System,  who  complimented  the  group  on 
its  progress  and  encouraged  the  mem¬ 
bers  to  go  on  to  greater  accomplish¬ 
ment.  Professor  S.  Elizabeth  Campbell, 
professor  of  education  at  Rhode  Island 
College  of  Education,  was  guest  speaker; 
her  topic  was  on  the  theme  for  the  year. 
Surely  Connie  Connecticut  will  remem¬ 
ber  Dr.  Campbell’s  inspiring  message, 
which  concluded  with,  "How  will  you 
widen  your  horizons?  Yesterday  is  a 
buried  treasure  at  best,  and  tomorrow’s 
generation  is  yet  unborn.  Only  today 
is  yours  and  mine.  Now,  the  present,  is 
our  workshop.  Our  use  of  today  de¬ 
termines  the  destiny  of  our  own  to¬ 
morrow.” 

Just  starting  its  second  year,  the  Con¬ 
necticut  Association  is  well  on  its  way 
to  an  important  place  in  the  educational 
pattern  of  the  state.  Congratulations 
to  you,  Connie,  for  your  successful  start 
and  for  the  splendid  cooperation  you 
have  received  from  the  CEA  and  the 
Superintendents’  Association. 

IOWA 

The  Iowa  State  Educational  Secre¬ 
taries  met  November  3  at  the  Fort  Des 
Moines  Hotel,  using  as  a  theme  for  the 
fall  conference  “Your  Secretarial  Quo¬ 
tient,”  and  speakers  for  “Your  Know- 
How  Quotient,”  “Your  Speech  Quotient,” 
and  “Your  Appearance  Quotient.” 

Newly  elected  officers:  Laura  Sayre, 
President,  Des  Moines;  Wilda  Johnson, 
Vice-President,  Perry;  Juanita  Peterson, 
Secretary,  Des  Moines,  and  Vivian  Pines, 
Treasurer,  Waterloo. 

Congratulations  to  the  Iowa  Secre¬ 
taries  for  the  excellent  slate  of  officers. 
There  is  little  doubt  that  your  organiza¬ 


tion  will  continue  the  high  standards 
they  have  established. 

MASSACHUSETTS 

The  Fall  issue  of  “School  Daze”,  pub¬ 
lication  of  the  Massachusetts  Associa¬ 
tion  of  School  Secretaries  is  full  of  in¬ 
teresting  reports,  beginning  with  a  story 
about  the  Institute  for  Educational  Sec¬ 
retaries  held  at  Boston  University.  Ap¬ 
proximately  125  school  secretaries  were 
in  attendance,  with  the  number  about 
equally  divided  between  Massachusetts 
girls  and  out-of-state  visitors.  ’Two  hour- 
and-a-half  lectures  occupied  the  morn¬ 
ings;  discussion  groups  met  in  the  after¬ 
noons.  Extra-curricular  activities  in¬ 
cluded  a  trip  to  Martha’s  Vineyard,  a 
visit  to  the  home  of  Emily  Post  where 
the  girls  were  entertained  personally  in 
the  garden,  dinner  at  the  Wayside  Inn 
in  connection  with  a  trip  to  historical 
Concord  and  Lexington. 

The  Massachusetts  Association  cele¬ 
brated  its  fifteenth  anniversary  on  Jan¬ 
uary  12.  This  group  can  well  be  proud 
of  its  record  of  successful  participation 
in  national  as  well  as  local  activities.  In 
addition  to  planning  for  the  annual  state 
meeting  on  May  3,  the  group  is  busy 
helping  with  arrangements  for  the  Bos¬ 
ton  regional  conference  in  April.  Presi¬ 
dent  of  this  active  group  is  Alberta  F. 
Donahue. 

District  Two  held  its  annual  fall  meet¬ 
ing  in  Whitman  at  the  Toll  House;  chair¬ 
man  of  District  Two  is  Phyllis  Peirce  of 
Fitchburg. 

District  Three  met  in  Boston  in  No¬ 
vember.  Elizabeth  Sims  of  Burlington 
and  Jacqueline  Holland  of  Arlington 
were  elected  co-chairmen  for  1952. 

District  Five,  of  which  Mary  Master- 
son  is  chairman,  met  in  December  in 
Plymouth. 

District  Four  held  its  annual  meeting 
at  the  Beverly  home  of  outgoing  chair¬ 
man,  Reta  G.  York.  New  chairman  is 
Rita  Enaire  of  North  Andover. 
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MICHIGAN  lor  the  year.  The  entertainment  so  far 

has  included  an  in-door  picnic,  a  Hallo- 


Convention  dates  of  May  2,  3,  4  have 
been  announced  for  the  Michigan  As¬ 
sociation  of  School  Secretaries.  Saginaw 
Valley  (Flint,  Saginaw,  and  Bay  City) 
will  be  host  and  entertain  at  the  Ban¬ 
croft  Hotel.  “Miss  Merry  Mich  of  Mich¬ 
igan”  is  to  be  introduced  in  person. 
Surely  every  loyal  member  of  M.A.S.S. 
will  want  to  meet  Merry  Mich  at  her 
initial  appearance. 

The  following  poem  is  taken  from  the 
M.A.S.S.  NEWSLETTER: 

YOU  TELL  ON  YOURSELF 

You  tell  what  you  are  by  the  friends 
you  seek. 

By  the  very  manner  in  which  you 
speak. 

By  the  way  you  employ  your  leisure 
time. 

By  the  use  you  make  of  dollar  and 
dime. 

You  tell  what  you  are  by  the  things 
you  wear. 

By  the  spirit  in  which  your  burdens 
bear. 

By  the  kind  of  things  at  which  you 
laugh. 

By  records  you  play  on  the 
phonograph. 

You  tell  what  you  are  by  the  way  you 
walk. 

By  the  things  of  which  you  delight  to 
talk. 

By  the  manner  in  which  you  bear 
defeat. 

By  so  simple  a  thing  as  how  you  eat. 

By  the  books  you  choose  from  the  well 
filled  shelf; 

In  these  ways  and  more,  you  tell  on 
yourself. 

So  there’s  really  no  particle  of  sense 

In  any  effort  at  false  pretense. 

— Author  unknown 

Battle  Creek 

Officers  of  the  local  Association  in 
Battle  Creek  are :  President,  Lee 

Brown;  Vice-president,  Hilda  Lee;  Re¬ 
cording  secretary,  Joyce  Gabriel;  Cor¬ 
responding  secretary,  Virginia  Reniff; 
Treasurer,  Matilda  Phares. 

Grand  Rapids 

Activities  of  the  Grand  Rapids  As¬ 
sociation  occupy  a  full  page  in  the  De¬ 
cember  issue  of  the  M.A.S.S.  NEWS¬ 
LETTER.  Worthy  of  copying  is  the 
“Team  Idea,”  used  in  Grand  Rapids  this 
year.  Each  member  is  assigned  to  a 
team,  with  each  team  being  headed  by 
one  of  the  officers.  Each  team  was  al¬ 
lotted  a  month  in  which  to  entertain, 
and  also  has  a  money-raising  project 


ween  party,  and  a  Christmas  party  with 
gifts  for  needy  children. 

The  Board  of  Education  sponsored  an 
institute  for  secretaries  in  October  dur¬ 
ing  the  MEA  convention-  this  reported 
to  be  the  first  such  sponsorship  in  Michi¬ 
gan.  An  address  on  “Hidden  Attitudes” 
by  Dr.  Guy  Hill  of  Michigan  State  Col¬ 
lege  followed  a  panel  discussion  by  local 
school  administrators. 

Oakland-Macomb 

The  Oakland-Macomb  Association  of 
School  Secretaries  includes  members 
from  Area  VI  (six  counties)  of  the 
Michigan  Education  Association.  Organ¬ 
ized  in  1945  as  the  Oakland  County  As¬ 
sociation,  the  name  was  later  changed 
to  Oakland-Macomb  when  secretaries 
from  other  counties  expressed  a  desire 
to  join. 

Twenty-two  cities  were  represented  by 
the  115  members  who  attended  the  an¬ 
nual  Fall  Institute,  held  at  the  new 
Waterford  Township  High  School.  A 
conducted  tour  of  the  beautiful  new  func¬ 
tional  school  was  a  feature  of  the  day. 
President  Thelma  Viola  officiated  at  the 
business  meeting;  Bertha  Bryce  of 
Waterford  was  general  chairman  of  the 
day,  assisted  by  vice-president  and  pro¬ 
gram  chairman,  Peggy  Anderson  of  the 
Pontiac  schools. 

Plans  are  under  way  for  the  annual 
dinner  meeting  in  April,  when  “bosses” 
will  be  guests  of  honor. 

MINNESOTA 

Preliminary  announcement  has  been 
made  of  the  Institute  for  Educational 
Secretaries  to  be  held  at  the  University 
of  Minnesota  July  14  to  18.  Plans  for 
the  week  are  being  developed  by  a  com¬ 
mittee  led  by  Lorraine  Hagglund  of 
Henry  High  School,  Minneapolis.  Martha 
Luck  of  Northwestern  has  cooperated 
with  the  committee  in  making  arrange¬ 
ments  with  the  University  continuation 
center.  It  is  planned  to  distribute  15,000 
four-page  workshop  bulletins  and  reg¬ 
istration  blanks  to  secretaries  in  North 
and  South  Dakota,  Wyoming,  Utah, 
Washington,  Oregon,  Montana,  Ne¬ 
braska,  Wisconsin,  Michigan,  Missouri, 
Kansas,  Iowa,  Kentucky,  Idaho,  Oregon, 
Colorado,  Illinois,  and  Indiana. 

Plans  are  also  being  developed  for  a 
spring  conference,  and  ideas  are  being 
gathered  for  a  new  cousin  for  Nancy. 
Officers  of  the  Minnesota  Chapter,  N.A. 
S.S.  are:  President,  Grace  Stephenson, 
Forest  Lake;  Vice-president,  Evelyn  D. 
Johnson,  Minneapolis;  Recording  secre- 
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tary,  Eudora  Swesey,  St.  Paul;  Corres¬ 
ponding  secretary,  Norma  Groth,  Uni¬ 
versity  of  Minnesota:  Treasurer,  Kath¬ 
ryn  Basinger,  Owatonna. 

'  At  the  Chapter’s  fall  conference,  a  life 

membership  in  the  N.A.S.S.  was  pre¬ 
sented  to  Rosalie  Kollarich,  organizer 
and  first  president  of  the  Minnesota 
Chapter. 

MISSOURI 

The  twelfth  annual  convention  of  the 
Missouri  State  Association  of  School 
Secretaries  was  held  in  St.  Louis  in 
November,  with  attendance  representing 
eighteen  school  districts  or  local  associa¬ 
tions  throughout  the  state.  After  reg¬ 
istration,  the  first  meeting  was  on  “Tele¬ 
phone  Charm’’,  conducted  by  Miss  Marie 
Mundy  of  the  Bell  Telephone  Company. 
Following  this  interesting  and  practical 
demonstration  and  lecture,  two  discus¬ 
sion  groups  were  formed.  Georgia  Davis 
of  Hannibal  served  as  leader  for  the 
group  of  board  of  education  and  super¬ 
intendent’s  secretaries;  Helen  Lischer  of 
University  City  led  the  group  attended 
by  elementary  and  high  school  secre¬ 
taries. 

Speaker  for  the  convention  banquet 
was  Dr.  Richard  Ballou,  chairman,  of 
the  Department  of  Education,  Wash¬ 
ington  University.  Dr.  Ballou  stressed 
the  mastery  of  the  art  of  human  re¬ 
lations  as  the  first  of  four  “Keys  to 
Competence.’’  Emphasizing  the  view 
that  mastery  of  the  generally  expected 
skills  of  proficiency  in  shorthand,  typ¬ 
ing,  filing,  and  the  ability  to  handle 
the  mechanical  clatter  and  harassments 
of  business  routines  is  the  usual  thing. 
Dr.  Ballou  probed  into  the  remaining 
three  keys  for  educational  secretaries 
with  a  wisdom  founded  on  experience 
and  knowledge,  and  with  a  philosophy 
in  a  fresh  and  percipient  manner. 

“Your  realization  of  what  the  whole 
educational  enterprise  is  about — not  the 
forms,  nor  the  committees,  nor  the  con¬ 
ferences,  but  the  ideas  and  the  knowl¬ 
edge  and  the  learning  which  men  and 
women,  young  and  old,  the  world  over 
are  seeking. 

“Your  integrity — the  inevitability  of 
mistakes  and  the  ability  to  admit  them 
without  malice,  the  supreme  value  of 
such  knowledge  applied  in  an  adminis¬ 
trative  situation — 

“Your  belief  in  the  validity  of  our 
enterprise  —  in  the  possibility  that 
I  through  learning  and  teaching  we  can 

make  this  world  a  better  place  in  which 
to  live,”  were  the  points  brought  out 
in  Dr.  Ballou’s  command  for  critical 


and  general  appraisal.  (Thanks  to 
Edith  M.  Smith,  Secretary,  Missouri  . 

School  for  the  Blind,  for  this  report  of  . 
Dr.  Ballou’s  talk  which  was  printed  in  ‘ 

the  December  issue  of  “The  Missouri  ^ 

Secretary.”) 

At  the  annual  business  meeting  on 
Saturday  morning,  routine  business  and  3 

reports  of  local  associations  and  commit-  3 

tees  became  a  matter  of  record.  A  reso-  j 

lution  was  approved  to  express  apprecia¬ 
tion  and  recognition  of  the  services  of 
Ella  Mae  Flippen,  outgoing  president, 
for  her  consistent  efforts  in  the  interests 
of  the  organization.  New  officers  of  the  I 
Association  were  introduced  at  the 
luncheon  meeting:  President,  Bessie  ^ 

Ploesser,  Kansas  City;  Vice-president,  , 

Eiorothy  Walter,  Jefferson;  Recording 
secretary,  Myldred  J.  Crain,  Boonville; 
Corresponding  secretary,  Wilma  Kallen- 
bach,  Jefferson  City;  Treasurer,  Mildred 
Tinker,  Webster  Groves. 

Speaker  at  the  luncheon  was  Miss 
Gretchen  Vanderschmidt,  of  the  Vander- 
schmidt  Secretarial  School  in  St.  Louis, 
who  suggested  a  self-searching  or  per¬ 
sonal  inventory  program.  The  final  con¬ 
vention  activity  was  a  buffet  supper  and 
“artist’s  ball.”  Arrangements  for  the 
successful  convention  were  under  the 
direction  of  Janet  Thursby  of  Kirkwood, 
general  chairman. 

Nancy’s  Missouri  cousin  will  probably 
be  among  the  relatives  gathered  at  next 
summer’s  convention  in  Detroit.  A  con¬ 
test  is  under  way  to  select  a  name  and 
figure  for  this  active  member  of  the 
clan. 


NEW  YORK 

The  following  information  concerning 
educational  secretaries  in  the  City  of 
New  York  arrives  via  California.  From 
Pasadena’s  “Scriba”,  we  quote: 

“The  history  of  the  Teacher-CHerks’ 
position  in  the  schools  of  the  CSty  of 
New  York  is  a  checkered  one.  Originally, 
many  years  ago,  young  women  with 
teaching  licenses  were  placed  in  the 
offices  of  the  schools  to  do  the  clerical 
job.  There  are  many  such  women  still 
in  these  positions.  However,  since  then 
the  requirements  for  the  position  have 
changed,  and  no  teaching  experience  is 
required  for  the  clerical  positions.  The 
requirements  are  a  college  degree  and 
two  years  of  business  experience,  or  two 
years  of  college  credit  and  four  years 
of  business  experience.  ’There  are  no 
civil  service  people  in  the  school  offices. 
There  are  civil  service  people  employed 
in  the  main  offices  of  the  Board  of  Edu¬ 
cation  Building. 
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“When  Mr.  LaGuardia  was  the  Mayor 
of  New  York  City  he  tried  through  the 
legislation  in  Albany  to  eliminate  the 
position  of  teacher-clerk  and  to  place 
all  school  clerical  help  under  the  civil 
service  category.  This  our  organiza¬ 
tion  fought,  and  we  were  successful.  We 
are  considered  members  of  the  teaching 
staff,  and  as  such  come  under  all  the 
regulations  concerning  teachers.” 


OREGON 

Eugene,  Lane  County 

The  Eugene  Association  of  School  Sec¬ 
retaries  is  under  the  capable  direction 
of  Gladys  Ferguson,  president.  Her  sup¬ 
porting  officers  are:  Vice-president,  Kay 
Bell;  Secretary,  Lillian  Brandt;  and 
Treasurer,  Genevieve  York.  One  of  the 
current  projects  is  the  development  of 
handbooks.  Helen  Smith  has  been  ap¬ 
pointed  chairman  of  a  committee  which 
plans  to  work  on  a  general  outline  which 
will  later  be  adapted  to  each  school 
level. 

Mr.  Lloyd  H.  Gilbert,  Director  of 
Special  Education  for  the  Eugene  Public 
Schools,  spoke  on  public  relations  at  a 
recent  meeting.  Following  is  a  summary 
of  his  remarks:  People  form  an  impres¬ 
sion  of  you,  your  place  of  business,  and 
your  employer  by  your  general  appear¬ 
ance  and  attitude.  The  job  of  secretary 
is  one  of  the  most  important  of  all  jobs 
and  you  should  never  be  embarrassed  by 
the  fact  that  you  do  this  kind  of  work. 
You  have  greater  responsibilities  than 
most  employees:  you  usually  are  the  first 
person  to  see  people  as  they  enter  a 
school;  you  handle  messages  sent  to  and 
from  your  employers  and  know  more 
about  the  business  carried  on  than  any 
other  person.  In  many  cases  you  know 
more  about  the  details  of  the  business 
than  the  employer  himself.  In  order  to 
do  this  job  satisfactorily,  you  must  be 
able  to  feel  comfortable  with  people  and 
make  them  feel  comfortable  with  you. 
This  depends  more  upon  you  and  your 
attitude  than  auiything  else;  your  atti¬ 
tude  toward  people,  toward  your  em¬ 
ployer  and  toward  your  job.  You  must 
realize  that  when  people  are  unpleasant 
to  you,  it  is  usually  not  because  they 
have  any  hard  feelings,  or  wish  to  at¬ 
tack  you  in  any  way,  but  because  of  their 
own  insecurity  and  inadequateness. 

It  has  been  announced  that  progress  is 
being  made  in  the  organization  of  a 
state  group  for  Oregon.  Perhaps  the 
regional  conference  to  be  held  in  Port¬ 
land  in  March  will  see  this  group  for¬ 
mally  established. 


PENNSYLVANIA 

Pittsburgh 

Our  thanks  to  Martha  Frazier,  Queen 
Wasp  for  1951,  for  the  story  on  this 
unusual  organization,  as  reported  in 
Pittsburgh’s  “Keyboard  Kapers”. 

“On  April  1st,  1950  there  was  organ¬ 
ized  a  new  and  honorable  organization 
known  the  WASPS  {Women  Always 
Stung  for  Presents  Society). 

“This  group  is  comprised  of  School 
and  Administrative  Secretaries  who  have 
been  with  the  Board  of  Education  for  ten 
years  or  more,  and  who  at  the  time  of 
affiliation  with  this  august  body  of 
WASPS  are  still  single.  The  gals  cer¬ 
tainly  in  this  span  of  ten  years  ’or  more’ 
have  contributed  quite  heavily  to  the 
various  bridal  and  baby  showers  of  their 
friends  who,  not  knowing  what  they 
were  going  to  miss,  chose  marriage 
rather  than  a  career.  What  does  that 
leave  to  the  career  girls  from  the  Board 
of  Education  ranks?  Why,  WASPS, 
quite  naturally. 

“Consequently,  on  April  1st  of  each 
year  the  WASPS  meet  for  quite  a  din¬ 
ner  party  and  gift  themselves  with  some¬ 
thing  that  they  have  wanted  for  a  long 
time,  but  never  could  find  quite  the  right 
reason  for  spending  that  hard-earned 
money. 

“Our  first  anniversary  party  was  held 
on  Saturday  evening,  March  31st,  1951 
since  Sunday  was  April  1st  .  The  gifts 
from  each  WASP  to  herself  varied  from 
the  unique  to  the  beautiful.  ’The  biggest 
moment  of  the  evening  came  to  the 
girls  when  a  young  chap  came  into  our 
room  and  approached  me  with  this  ques¬ 
tion,  ‘Is  this  the  bachelor  girls’  party?’ 
I  replied  that  it  was,  and  his  next  ques¬ 
tion  was,  ‘I’m  from  Packard  Programs 
Incorporated,  and  we’d  like  to  know  if 
you  would  like  to  be  on  television?’  I 
think  I  need  not  go  into  detail  on  what 
followed.  The  group  decided  that  they 
would  very  much  like  to  be  on  television 
and  amid  much  diving  for  lipsticks  and 
queries  of  ‘what  program?’  ‘what  night?’ 
‘when?’  ‘how  will  we  know  when  we’re 
on  ?’,  the  business  of  being  televised  got 
under  way.  I  haven’t  been  able  to  figure 
who  had  the  most  fun — the  WASPS  or 
the  poor  young  chap  they  sent  over  to 
take  the  pictures  and  get  the  informa¬ 
tion.  He  tried  to  be  so  serious  but 
soon  he,  too,  was  in  the  spirit  of  the 
occasion.  As  some  of  you  know,  we 
made  our  debut  on  Pitt  Parade  the  fol¬ 
lowing  week. 
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“The  queen  for  the  1952  meeting  is 
Miss  Alma  Eck  from  the  Division  of 
Plant  Operation  and  Maintenance,  Ad¬ 
ministration  Building.  We  started  with 
twenty-three  members  at  the  organiza¬ 
tion  meeting,  received  six  new  ones  at 
the  1951  meeting,  making  a  total  of 
twenty-nine  WASPS.  We  are  looking 
forward  to  more  joining  the  ranks  in 
1952.” 

TEXAS 

Tesa  Texas  has  joined  the  ranks  of 
Nancy  National’s  cousins,  and  has  her 
own  bulletin  called  “Tesa  Texas  Talks.” 
A  state  convention  is  scheduled  for 
March  first  in  Dallas. 

The  planning  committee  for  the  1952 
Institute,  to  be  co-sponsored  by  Tesa 
and  SMU,  is  composed  of  Alta  Francis, 
Fannie  Billings,  Waldine  Blankenship, 
Alma  Brewer,  Merle  Buchanan,  Bee 
Day,  Louise  Ealy,  Hazel  Farr,  Dorothy 
Kennemer,  Hazel  Lewis,  and  Ruth  Mc- 
Comb. 

Alta — please  send  us  a  report  on  the 
convention,  so  it  can  be  included  in  our 
next  issue. 

WISCONSIN 

One  hundred  and  fifty-seven  school 
secretaries  met  in  the  Venetian  Room  of 
the  Astor  Hotel  on  November  2  for  the 
annual  convention  luncheon  of  the  Wis¬ 
consin  School  Secretaries  Association. 
Edna  Atkinson,  President  of  the  Na¬ 
tional  Association,  and  Rosalie  Kollarich, 
President  of  the  Minnesota  Association, 
were  guests  and  brought  greetings  from 
their  respective  groups.  Mrs.  Lucile  La 
Chapelle,  of  the  University  of  Wiscon¬ 
sin  Speakers*  Bureau,  brought  a  highly 
amusing,  challenging  and  stimulating 
message  on  the  importance  of  voice  in 
everyday  living.  A  lively  discussion  at 
the  business  meeting  and  the  election  of 
officers  concluded  the  program.  Since  a 
two-meeting  convention  met  with  suc¬ 
cess  this  year,  it  is  hoped  it  will  become 
an  annual  affair. 


The  Milwaukee  School  Secretaries  As¬ 
sociation  and  the  Wisconsin  School  Sec¬ 
retaries  Association  were  co-sponsors  on 
Thursday  evening,  November  1,  at  an 
“open  house”  at  the  Astor  Hotel.  The 
unexpected  blizzard  kept  some  of  the 
out-of-town  visitors  from  attending,  but 
all  sections  of  the  state  were  repre¬ 
sented.  Presiding  at  the  beautifully  dec¬ 
orated  buffet  table  were  Elaine  Licking 
of  Waupun,  president  of  the  state  group, 
and  Alice  Warburton,  president  of  the 
Milwaukee  organization. 

MILWAUKEE 

The  MSSA  “Newsletter,”  edited  by 
Ruth  Leslie,  has  an  excellent  “new- 
sette”  department  containing  items 
about  vacations,  assignments  and  pro¬ 
motions,  marriages,  illnesses,  honors,  and 
other  personals. 

The  “Newsletter”  makes  the  following 
report  on  cost-of-living  salary  adjust¬ 
ment: 

“The  Board  on  October  2,  1951  took 
action  to  pay  an  additional  adjustment 
for  the  four  payroll  months  of  Septem¬ 
ber  through  December  1951,  at  the  rate 
of  or  based  on  |15  per  month.  This  ad¬ 
ditional  adjustment  is  to  be  paid  in  a 
separate  payroll  after  the  first  of  Jan¬ 
uary,  1952  but  not  later  than  the  first 
of  February,  1952. 

“The  cost-of-living  adjustment  figure 
for  1952  has  been  set  at  $1615.26  for 
the  year,  which  will  amount  to  $161.52 
per  month  for  10-month  employes,  and 
$134.61  per  month  for  12-month  em¬ 
ployes." 

Officers  of  the  Milwaukee  Association 
are:  President,  Alice  Warburton;  Vice- 
president,  Myrtle  Lucht;  Treasurer,  Do¬ 
lores  Jankowski;  Secretary,  Helen 
Hopefl. 

Bettye  R.  Wells 

In  Service  Training  Section 
Los  Angeles  Board  of  Education 
451  North  Hill  Street 
L.  A.  12,  California 
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COMMITTEE 

NOTES 


and  miscellany 


Affiliation — Advisory  Council 

Unity  is  essential  if  the  professional 
status  of  our  group  is  to  be  assured  for 
the  future.  Unity,  as  the  word  implies, 
means  a  close  correlation  of  effort,  not 
only  among  secretaries  within  an  asso¬ 
ciation  but  among  the  various  groups 
of  secretaries  in  local  and  state  associ¬ 
ations. 

To  achieve  this,  it  is  necessary  that 
close  contacts  be  maintained.  Accom¬ 
plishment  of  this  objective  is  through 
the  medium  of  affiliation  of  the  local  and 
state  associations  with  the  National  As¬ 
sociation  of  School  Secretaries. 

At  the  present  time  the  number  of  as¬ 
sociations  affiliated  with  the  National 
Association  of  School  Secretaries  is  56. 
We  hope  that  within  the  next  month  all 
groups  who  have  not  renewed  their  affili¬ 
ation  will  do  so. 

The  membership  of  the  National  As¬ 
sociation  of  School  Secretaries  comes 
from  every  state  in  the  United  States 
as  well  as  from  Hawaii  and  the  District 
of  Ck)lumbia. 

The  Advisory  Council  is  made  up  of 
representatives  from  affiliated  groups, 
and  is  the  policy  making  or  legislative 
committee  of  the  National  Association. 

The  next  meeting  of  the  Advisory 
Council  will  be  held  on  Saturday,  June 
28,  1952  at  the  Student  Center,  I>etroit, 
Michigan. 

Be  sure  your  state  or  local  group  is 
affiliated  so  you  will  have  representation 
on  this  most  important  Council. 

— Ora  8.  Dolsen. 


AFFILIATED  GROUPS 

Arizona 

School  Administrative  Assistants  of 
Arizona 

Aricanzaa 

Arkansas  Association  of  School  Secre¬ 
taries 

Little  Rock  Association  of  School  Sec¬ 
retaries 

North  Little  Rock  Association  of 
School  Secretaries 


California 

California  Association  of  Educational 
Office  Employees 

Secretarial  Association  of  Los  Angeles 
City  Schools 

Burbank  City  Schools  Secretarial  As¬ 
sociation 

Administrative  Classified  Service  As¬ 
sociation 

Pasadena  Association  of  School  Sec¬ 
retaries 

Colorado 

Colorado  Association  of  School  Secre¬ 
taries 

Clerks’  and  Secretaries’  Association  of 
the  Denver  Public  Schools 

Connecticut 

Connecticut  Association  Educational 
Secretaries 

Delaware 

Delaware  School  Secretaries  Associa¬ 
tion 

District  of  Columbia 

Association  of  •  School  Secretaries  — 
Division  10-13 

Illinois 

Illinois  Association  of  Educational 
Secretaries 

Indiana 

Indiana  Association  of  School  Secre¬ 
taries 

Evansville  Association  of  Public 
School  Secretaries 

Iowa 

Iowa  Association  of  School  Secretaries 

Kansas 

Kansas  Association  of  School  Secre¬ 
taries 

Kentucky 

Kentucky  Association  of  School  Sec¬ 
retaries 

Maine 

Maine  Association  of  School  Secre¬ 
taries 
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Maryland 

The  Baltimore  Public  School  Secre¬ 
taries  Association 

Public  School  Secretaries  of  Baltimore 


School  Secretaries  Assoc,  of  the 
School  District  of  Pittsburgh 
Pennsylvania  State  Association  of 
School  Secretaries 


Maasachuaetts 

Massachusetts  Association  of  School 
Secretaries 

Newton  School  Secretaries  Association 
Michigan 

Detroit  Association  of  School  Secre- 


Texaa 

Texas  Educational  Secretaries  Associ¬ 
ation 

San  Antonio  Educational  Secretaries 
Association 

Secretaries  Association  of  Houston 
White  Schools 


Grosse  Pointe  School  Secretaries  As¬ 
sociation 

Hamtramck  Association  of  School 
Secretaries 

Flint  Association  of  School  Secretaries 

Michigan  Association  of  School  Secre¬ 
taries 

Minnesota 

Minnesota  Chapter,  NASS 

Mississippi 

Mississippi  Association  of  School  Sec¬ 
retaries 

Missouri 

Missouri  State  Association  of  School 
Secretaries 

Kansas  City  Association  of  School 
Secretaries 

Jefferson  City  Association  of  School 
Secretaries 

Nebraska 

Lincoln  Public  Schools  Clerical  Asso¬ 
ciation 

New  Hampshire 

New  Hampshire  Association  of  School 
Secretaries 

New  Jersey 

Elizabeth  School  Clerk’s  Association 

Union  County  Association  of  School 
Clerks  and  Secretaries 

Passaic  Association  of  School  Secre¬ 
taries 

North  Carolina 

North  Carolina  Association  of  Educa¬ 
tional  Secretaries 

Ohio 

Miami  Valley  Chapter,  NASS 

Oregon 

Portlsmd  Elementary  School  Secre¬ 
taries  Association 

Eugene  Association  of  School  Secre¬ 
taries 

Portland  High  School  Secretaries  As¬ 
sociation 

Pennaylvania 

School  Secretaries  Association  of 
Philadelphia 


Utah 

Salt  Lake  City  Association  of  School 
Secretaries 

Virginia 

Virginia  Association  of  School  Secre¬ 
taries 

Richmond  Association  of  School  Sec¬ 
retaries 

Wisconsin 

Wisconsin  School  Secretaries  Associ¬ 
ation 

Milwaukee  School  Secretaries  Asso¬ 
ciation 

FACTS  CONCERNING  N.A.S.S. 

ENROLLMENT  IN  OHIO 

Increase  Over 


Enrollment 

Preceeding 

School  Year 

in  Ohio 

Year 

1950-1951 

112 

45 

1949-1950 

67 

29 

1948-1949 

38 

6 

Ohio  is  fifth 
States,  Canada 

highest  in 
and  Hawaii. 

the  United 

There  are  only  four  states  out  of  the 
forty-eight,  plus  Canada  and  Hawaii, 
that  have  a  larger  enrollment  of  mem¬ 
bers  than  our  Ohio.  They  are: 


Illinois  .  164 

Pennsylvania  .  157 

Connecticut  .  135 

Michigan  .  134 


We  have  four  members  in  Hawaii  and 
one  member  in  Canada. 

Total  membership  in  National  Asso¬ 
ciation  of  School  Secretaries  as  of  June 
15,  1951  is  2066. 

Let’s  keep  up  the  good  work.  You  will 
note  the  increased  enrollment  each  year 
— let’s  bring  Ohio  still  nearer  the  top  of 
the  list! 

Thanks  to  each  of  you  for  all  your 
help. 

Florence  Howell, 

State  Membership  Chairman 
for  Ohio, 

National  Association  of  School 
Secretaries. 
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PERSONALITIES 


Personality  is  windowed  by  the  writ¬ 
ten  and  spoken  word  as  well  as  by  ac¬ 
tion  or  deed.  In  keeping  with  the  cur¬ 
rent  issue  of  the  SECREITARY,  this 
page  is  made  up  of  “this  and  that”  from 
the  various  state  newsletters,  showing 
personalities  of  those  who  make  up  the 
messages. 

*  *  * 

Sometimes  when  I  consider  what  tre¬ 
mendous  consequences  come  from  little 
things — a  chance  word,  a  tap  on  the 
shoulder,  or  a  penny  dropped  on  a  news¬ 
stand,  I  am  tempted  to  think  —  there 
are  no  little  things. 

— Bruce  Barton. 

*  *  * 

Remember, 

It’s  not  that  we  are  right  or  wrong, 

It’s  the  mistake  we  avoid  that’s  im¬ 
portant. 

A  secretary  cannot  be  evaluated — 

Her  contribution  is  intangible. 

— Elate  8.  Roth,  Clayton, 

The  Missouri  School  Secretary. 

*  *  * 

It  is  only  the  small  man  who  cherishes 
a  low  revenge;  be  a  good  forgetter; 
business  dictates  it,  and  success  demands 
it. 

— Author  Unknown, 

Mass  Newsletter. 


Yesterday  is  a  cancelled  check;  to¬ 
morrow,  a  promissory  note;  but  today  is 
cash.  Spend  it  wisely!  Don’t  you  find  it 
fun  to  review  the  cancelled  checks  and 
recall  where  and  why  they  were  spent, 
and  the  fun  they  brought  to  you  or  to 
someone  else? 

*  •  * 

BUSY  DAY  AT  THE  OFFICE 
This  is  a  day  when  I  covered  no  ground. 
Just  pushed  and  shuffled  my  papers 
around. 

Nudged  at  letters  and  winced  at  bills. 
Sorting  them  but  into  different  hills; 
Hunted  fretfully  for  a  ruler 
Worried  the  overworked  water  cooler; 
Sharpened  pencils  and  filled  my  pen — 
Then  shuffled  my  papers  around  again. 

— Margaret  Fishback, 

Colorado  Association  School 
Secretaries. 

*  *  * 

Success  comes  in  cans — failure  in  can’ts. 

Back  bone  is  the  best  bone  in  your  body. 

Minnesota  Cha’ter,  December,  1951. 

«  *  * 

The  daffodils  on  my  desk  this  morn¬ 

ing,  added  to  the  sunshine  outside  the 
window,  bring  a  promise  of  spring.  It 
matters  not  that  the  wind  is  sharp  and 
the  patches  of  snow  and  ice  reminds  one 
of  the  descriptive  poetry  of  Longfellow, 
we  know  that  spring  is  near.  What 
could  we  do  without  the  cycle  of  the  sea¬ 
sons — spring,  suggesting  the  beginning 
of  life;  summer,  the  productive  years; 
fall,  beauty  and  color  in  maturity;  win¬ 
ter,  peaceful  relaxation  in  memories  of 
life's  successes.  Then  around  comes 
spring  and  the  new  beginning!  Woman¬ 
kind  is  fired  with  a  desire  to  plant  a 
garden,  make  a  new  hat,  or  clean  the 
files.  With  this  enthusiasm  of  planting, 
cleaning,  and  planning,  why  not  start 
the  plans  for  attendance  at  one  of  the 
institutes  this  summer? 
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MEMBERSHIP  CHAIRMEN-1951-1952 

Alabama — Miss  Mary  Carroll,  Box  373,  Dotham  . 

Arisona — 

Arkansas — Mrs.  Catherine  Yates,  West  Side  Junior  High  School,  Little  Rock 
California — Miss  Dorothy  Jean  Bayne,  San  Diego  Vocational  School,  835 — 12tl^ 
St.,  San  Diego 

Colorado — Mrs.  Shirley  Yetter,  Byers  Junior  High  School,  Denver 

Connecticut — Miss  Barbara  Jeffers,  Henry  Barnard  Junior  High  School,  Hartford,  3  - 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmingfton  5  ; 

District  of  Columbia — Miss  Mary  Biro,  Sousa  Junior  High  School,  Washington  ' 

Florida — Miss  Mamee  Williams,  Riverview  Elementary  School,  Jacksonville  j 

Georgia — Mrs.  Erma  Smith,  Charlton  County  Schools,  Folkston 

Hawaii — Mrs.  Hatsue  Abe,  Hilo  Intermediate  School,  Hilo 

Idaho — Miss  Echo  Dell  Parkin,  Class  A.  School  District  No.  Twenty-Five,  Pocatello|| 

Illinois — Miss  Eileen  Miedke,  Moline  Senior  High  School,  1001  16th  Street,  Moline  t 

Indiana — Miss  Alma  Cripe,  Beech  Grove  Public  Schools,  Beech  Grove 

Iowa — Miss  Wilda  M.  Johnson,  Perry  Public  Schools,  Perry 

Kansas — Mrs.  Dorothy  Sproul  Stephens  Hays  Public  Schools,  Hays 

Kentucky — Miss  Elsie  Forman,  Box  444,  Barbourville 

Louisiana — Mrs.  Josephine  Capelton,  3240  Law  Street,  New  Orleans 

Maine — Mrs.  Omaha  C.  Snipe,  17  Marshall  Avenue,  Bath 

Maryland — Miss  Elisabeth  Stevens,  Southern  High  School,  Baltimore  30,  Massa-^ 
chusetts 

Michigan — Mrs.  Irene  Washburn,  Jackson  Public  Schools,  132  W.  Washington, 
Avenue,  Jackson  i 

Minnesota — Miss  Grace  C.  Stephenson,  Secretary  to  Superintendent,  Forest  LakeJ 
Consolidated  Schools,  Forest  Lake 

Mississippi — Mrs.  Birdie  Smith,  State  Department  of  Education,  Jackson 
Missouri — Mrs.  Bessie  Ploesser,  Southwest  High  School,  6512  Womall  Road, 
Kansas  City  ^ 

Montana — Miss  Amy  Pound — 312  Fifth  Ave.,  N.,  Lewistown 
Nebraska — Miss  Dorothy  Beever,  Lincoln  High  School,  Lincoln 
New  Hampshire — Miss  Theresa  Therriault,  12  Wood  Street,  Nashua 
New  Jersey — Miss  Anna  M.  Gloor,  Clifford  Scott  High  School,  East  Orange 
New  Mexico^ 

New  York — Miss  Isabel  Paddock,  7  Grand  Street,  Warwick 

Nevada — Mrs.  Teresa  Dwyer  Hubbell,  Las  Vegas  Union  School  District,  Las  Vegat! 
North  Carolina — Mrs.  Pauline  T.  Helms,  Secretary  to  School  Superintendent^)  1 
Albemarle 
North  Dakota — 

Ohio — Miss  Florence  Howell,  Akron  Public  Schools,  70  North  Broadway,  Akronj 
Oklahoma — Miss  Mary  Thacker,  Oklahoma  City  Public  Schools,  400  North  Walnut; 
Street,  Oklahoma  City  4 

Oregon — Miss  Charlotte  Parr,  Secretary  to  Superintendent  of  Schools,  Eugene* 
Pennsylvania — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin 
Rhode  Island — Miss  Ruth  A.  Coffey,  Providence  College,  Providence 
South  Carolina — Miss  Juanita  Shropshier,  Converse  College,  Spartanburg 
South  Dakota — 

Tennessee — 

Texas — Mrs.  Fannie  Billings,  2711  Fairmount  Avenue,  Dallas 
Utah — Mrs.  Marie  Benson,  Snow  College,  Ephraim 

Vermont — Miss  Eleanor  Jackson,  Springfield  Public  Schools,  Springfield  I 

Virginia — Mrs.  Elsie  Knowles,  Page  Coimty  Public  Schools,  Luray 

Washington — Mrs.  Amy  Stach,  Ellison  Junior  High  School,  Wenatchee 

West  Virginia — Miss  Margaret  Hopewood,  Mannington  High  School,  Mannington  j 

Wisconsin — Miss  Marion  Kennedy,  Vocational  School,  Madison 

Wyoming — Mrs.  Dorothy  Rudd,  Powell  Public  Schools,  Powell 

Canada — Miss  Josephine  Fletcher,  Earl  Grey  School,  Winnipeg,  Canada  * 


